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Mpwuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
OpraHv3aLUMoHHOMY ...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 30.09.2016

3apeructpuposaHo B MuHtocte Poccum 2 utoHs 2015 1. N 37509

MWHUCTEPCTBO TPYOA U COLMATIbHOW 3ALLINTLI POCCUACKOW ®EQEPALIUU

NMPUKA3
oT 6 mas 2015 r. N 276H

OB YTBEPXAEHUN MPO®ECCUOHAINIbHOIO CTAHOAPTA
"CNEUUANUCT NO OPrAHU3ALIMOHHOMY U IOKYMEHTALIMOHHOMY
OBECMNEYEHMIO YNIPABNEHUA OPTAHU3ALIMEN"

B cooTtBeTcTBUMM C nyHkTOM 16 [MpaBun pa3paboTku, yTBEepXOeHUA M npuMeHeHusi nNpodecCuoHanbHbIX
CTaHOapToB, YTBEPXKAEHHbIX NocTaHoBneHneMm lpaButenbctBa Poccunckon ®enepauum ot 22 gaueapsa 2013 r. N
23 (CobpaHue 3sakoHopaTenbctBa Poccuiickon ®depepaumn, 2013, N 4, crt. 293; 2014, N 39, c1. 5266),
Mp1KasbIBalo:

YTBEpOUTb MpunaraemMbil  NpodeccuoHanbHbIi - cTaHgapT  "CneuywanucT N0 OpraHM3auuoHHOMY U
OOKYMEHTaUMOHHOMY obecneyveHunio ynpaBrneHus opraHnsaumen”.

MuHucTp
M.ATOMUITNH

YTBEpXaeH

npuvkasom MuHucTepcTea Tpyaa
M couuaribHOWM 3aluThl
Poccuiickon depepaumm

o1 6 masa 2015 r. N 276H

NPO®ECCUOHANbHbIA CTAHOAPT

CNEUMANUCT
Nno OPrAHU3ALUMOHHOMY N AOKYMEHTALIMOHHOMY OBECMNEYEHUIO
YNPABINEHUA OPFAHU3ALUEN

447
PernctpaunoHHbIn
HoMep
|. Obwue cBegeHus
OpraHusaunoHHoe 1 JOKYMEHTaLMOHHOE obecneyeHne ynpaBneHms opraHn3aumsMmm 07.002
NoObIX OpraHN3aLMOHHO-MPaBOBbIX OPM
(HaMmeHoBaHwWe Buaa npoeccuoHanbHOM AeATeNbLHOCTH) Kop

OcHoBHas Lenb Buaa I'IpO(beCCI/IOHaJ'IbHOVI neATeNbHOCTU:

Peanusauus obecneunBarowmx QyHKUUN ynpaBrieHns opraHu3aumen; BHEAPEHNE NyYLUNX TEXHUYECKMX
pa3paboToK 1 HOBENLLMX TEXHONMOMMIA B obecneveHne ynpaeneHnsi opraHnsaumen

KOHcyn bTaHTlnoc www.consultant.ru CtpaHuua 2 n3 43
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Mpwuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H

"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 30.09.2016

OpraH13aLMoHHOMY ...

pynna 3aHaTun:

2432 Bbubnuotekapu, bubnuorpadel, 3431 AOMUHUCTPaTUBHO-YNpaBreHYeCcKn
OOKYMeHTOBebl U cneunanucTsl " nepcoHan
poACTBEHHbIX Npodeccun
4222 Cnyxauue, 3aHsiTble MPUEMOM U - -
MHOpPMMPOBaHNEM NOCETUTENEN
(kog OK3 (HanmeHoBaHuUe) (kog OKS3) (HanmeHoBaHuUe)
<1 >)

OTHeceHue K BUgamM 3KOHOMUYECKON AeATENbHOCTMU:

821 [earenbHOCTb aAMWHUCTPATUBHO-XO3SIMCTBEHHAsA U BCOMOraternbHasa AesTenbHOCTb Mo
obecneyeHno PyHKLMOHUPOBAHMS OpraHM3aLmu
82.3 [eaTenbHOCTbL NO opraHn3aumm KoHepeHUNin N BbICTaBOK
(kog OKB3 (HaMmeHoOBaHWe BMAa 9KOHOMUYECKOWN AEATENbHOCTU)

<2>)

[I. OnucaHne TpyaoBbIX MYHKLNA, BXOAALLMX
B npodeccroHanbHbI cTaHaapT (PyHKLMOHanNbLHas Kapta Buaa
npodgeccuoHansHon AesaTensHOCTM)

O606LLeHHble TpyaoBble PyHKLUK TpynoBble dyHKUMU
KoQ HavMeHoBaHune YPOBEHb HavMeHoBaHune Koa YPOBEHb
KBanmdgm (nogypoBeHb)
Kaumm KBanudmkaumm
A OpraHunsaunoHHoe 3 Mpuem 1 pacnpenenexHne A/01.3 3
obecneyeHne TenedgoHHbIX 3BOHKOB
OesTenbHoCTH opraHusaumm
opraHusaumm
OpraHnsauus paboThl ¢ A/02.3 3
noceTUTENsiMM opraHn3aLmm
BbinonHeHne KOOPANHUPYIOLLNX U A/03.3 3
obecneunBaoWmnX PYHKLUNA
B [okymeHTaunoHHoe 5 OpraHunsauus paboThl ¢ B/01.4 5
obecneyeHne OOKyMeHTamu
OesTenbHOCTH
opraHusaumm OpraHu3saunsi TEKyLLEro XpaHeHus B/02.4 5
OOKYMEHTOB
OpraHunsauus obpaboTtkm gen and B/03.4 5
nocrneaywLwero XxpaHeHuns
C OpraHu3aunoHHoe, 6 OkaszaHue nomolun pykosogutento | C/01.6 6
[OKYMEHTaLMOHHOE U B NnaHnpoBaHumn pabo4ero
MHOPMaLMOHHOE BPEMEHMU
KOHcyn bTaHTlnoc www.consultant.ru CtpaHuua 3 13 43

HageXHasa npaBoBas noaaepXxka



Mpwuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no

OpraH13aLMoHHOMY ...

HokymeHT npegoctasneH KoHcynbTaHTlnoc

[ata coxpaHeHus: 30.09.2016

obecnevyeHune
JeATenbHOCTH
pyKkoBoAUTENS
opraHusaumm

MnaHnpoBaHne paboyero gHs
cekpeTtaps

C/02.6

OpraHuzaums TenedoHHbIX
MeperoBopoB PyKOBOAUTENS

C/03.6

OpFaHI/I3aLI,MF| KOMaHOMpPOBOK
pykoBoautensa

C/04.6

OpraHusauus paboTbl ¢
noceTUTENSIMU B MPUEMHOW
pykoBoauTens

C/05.6

OpraHusauus noaroToBKM,
nposefeHus 1 06CnyxnBaHus
KOH(EPEHTHbBIX MEPONPUATUIA

C/06.6

OpraHmaau,vm ncnonHeHuna
peLLIeHI/IIZ, ocyLiecTBrieHne
KOHTPONA UCMOJTHEHNA I'IOpy‘-IeHI/Iﬁ
pykoBoauTensa

C/07.6

OpraHusauus n nogaepxaHve
dyHKUMOHanbHoro pabovero
npocTpaHcTBa NPUEMHON 1
kabvnHeTa pykoBoauTens

C/08.6

PaspaboTka nokanbHbIX
HOpPMAaTMBHbIX aKTOB,
pernameHTupyoLwmx paborty
cekpeTtaps

C/09.6

CoctaBneHue n ohopmneHue
ynpaBreH4YeCcKon AOKYMEHTaLMK

C/10.6

OpraHusauus paboTbl ¢
OOKYyMEHTaM1 B NPUEMHON
pyKkoBoaUTENS

C/11.6

OpraHusauus xpaHeHus
OOKYMEHTOB B NMPUEMHON
pykoBoauTens

CH12.6

ObecneyeHne pykoBoautens
WHpopmaLnen

C/13.6

OpraHusaums UHOPMaLMOHHOIo
B3aNMOAENCTBUSA pyKOBOAUTENS C
nogpasaeneHusMm u
[OOMKHOCTHBLIMMY NLLAMU
opraHusaLmm

C/14.6

D MHpopmaumoHHo-aHan
utnyeckas un
OpraHn3aunoHHO-agMu
HUCTpaTUBHas

dopmumpoBaHue
WHOPMALIMOHHOIO
B3aUMOOEWNCTBUSA PYKOBOAMTENS C
opraHmsaumsamm

D/01.6

KoHcynbTaHnTtlntoc

HageXHasa npaBoBas noaaepXxka

www.consultant.ru
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Mpwuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H

"O6 yTBepxaeHnn npod

ecCcroHarnbHoro ctaHgapTa "Cneuunanuct no

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 30.09.2016

opraHnsaunoHHOMY ...
nogaepxka AHanua nidopmauum n D/02.6 6
[edaTenbHOCTU noaroToBka
pyKkoBoAUTENS MHOPMaLIMOHHO-aHaNUTUYECKNX
opraHusaumm mMaTepuarnos
OpraHusauus 0enoBbiX KOHTAKTOB D/03.6 6
N NPOTOKOSIbHLIX MEPONPUATUIA
OpraHusaums ucnonHeHuns | D/04.6 6
peLLEHMIA pyKOBOAUTENS
[ll. XapakTepuctunka 0606LeHHbIX TPYyA0BbIX (YHKLUNA
3.1. O606LeHHas TpyaoBas pyHKLMSA
YpoBeHb
HanmeHoBaHue Kop, A P
KBanudukauum
MpoucxoxaeHne
p kne . 3anmcTBOBaHO U3
0606LeHHoN TpyaoBoK OpwurunHan X
opurnHana
dyHKUUK
Kon PernctpaunoHHbIn
opuruHana Homep
npodgeccnoHanbHoro
cTaHgapTa

TpeboBaHus k

06pa3oBaHuio 1 0OyYeHUIo

CpenHee obLuiee obpa3oBaHue

KBanugukaumum paboumx, cryxawmx

MpodreccroHanbHoe 06y4YeHne - NporpaMmmMbl NPOdeCccroHanbHON NOAroTOBKM
no npodpeccuam paboumx, AOSHKHOCTAM CIyXallmX, Nporpambl
nepenoaroToBKN paboynx, CryKallmx, NPorpaMmMbl MOBLILLEHUS

TpeboBaHusA K onbITy -
npakTu4eckomn paboTbl

K pabote

Ocobble ycnoeusi gonycka

Ipyrve xapaKkTepucTuKu

[ononHutenbHble XapaKTepucTmnkmn

KoHcynbTtaHTtlnioc www.consultant.ru

HageXHasa npaBoBas noaaepXxka

CtpaHuua 5 13 43



Mpwuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H

"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no AokymeHT npeaocTasneH KorcynbTantlinioc

[ata coxpaHeHus: 30.09.2016

opraHn3aLnoHHOMY ...
HanmeHoBaHWe OOKyMeHTa Kog HanmeHoBaHne 6a30BoN rpynnbl, 4OMMKHOCTY (Npodeccun)
Unu cneumanbHoCcTH
OK3 4222 Cnyxauiue, 3aHsTble NPUEMOM 1 NHGPOPMUPOBAHNEM
nocetuteneun
OKCO <3> 032001 [okymeHTOBEAEHME N JOKYMEHTaUMOHHOE obecneyeHmne
ynpaBneHusi
3.1.1. TpynoBas yHKUNA
lMpuem n pacnpegeneHme TenedoHHbIX YpoBeHb
HanmeHoBaHne | 3BOHKOB OpraHusaLuu Kopg A/01.3 |(nogypoBeHb) 3
KBanudmkaumm
MpouncxoxaeHve 3aumcTBOBaHO M3
P L Opwurunan X
TPYOOBOW OYHKLMK opurMHana
Kon PernctpaunoHHbIn
opurMHana Homep
npogeccnoHansHoro
cTaHpapTa

TpynoBble AencTems lMepeHanpaBneHne TenegOHHbIX 3BOHKOB PYKOBOACTBY W COTpPyOHUKaM
opraHusauum

Peructpauunsa noctynaroLwmx TeneOoHHbIX 3BOHKOB

MonyyeHne HeobGxoaMMoON uWHOPMaUMKM U nepefadya CaHKLMOHUPOBAHHON
UHpopmaLmm no TenedoHy

Heobxogumble ymeHus | cnonb3oBaTb TEXHUYECKME W MNpOrpaMMHble CcpeacTBa Ans  NpoBefeHus
rosI0COBOW UK BUOEO-KOHEPEHL-CBA3N

Ncnonb3oBaTb cpeactBa KOMMYHUKALMOHHOW OPITEXHWUKM ANA NOMyYeHus U
nepenadv uHgopmMaLmm

Bectn  yyeTHble  perucTpaumoHHble  OpMbl,  UCMoNb3oBaTb WX AN
WHpOPMaLIMOHHONM paboTbl

YcTaHaBnuBaTh KOHTAKT ¢ cOOeceqHUKOM, NOAAEPXKMBATL U pa3BUBaTb AENOBYIO
Becepny B npovecce TenedoOHHbIX NEPEroBopoB

CrnaxuBaTb  KOHQIMKTHBIE WU CMOXHble  CUTyauuu MEXMNYHOCTHOrO
B3aMMOAEeNCTBUSA

CobntogaTb Cny>xebHbIN 3TUKET

Heobxoagnmble 3HaHMSA CDYHKLI,I/II/I, 3afadn, CTpykTypa opraHmnsaumn, ee CBA3n

lMpaBuna B3anMMOAENCTBUA C MapTHEpPaMW, KNWeHTaMu, cpeacTtBaMuM MacCOBOW
MHdopMaLnm

3OTuka genosoro obLeHns

KOHcyn bTaHTlnoc www.consultant.ru CtpaHuua 6 13 43
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Mpwuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H

"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no RokymenT npenocraeneH KoxcynetauTlnioc

[ata coxpaHeHus: 30.09.2016

opraHu3aumvoHHOMY ...

lMpaBuna peyeBoOro aTukeTa

TpeboBaHusa oxpaHbl Tpyaa

MpaBuna 3awwmTbl KOHUOEHUMANBHOW CNy>xebHoN nHopmaLumm
Opyrue -
XapakTepucTukm

3.1.2. TpynoBas dyHKUMSA

OpraHu3aums paboTbl C MOCETUTENAMMU YpoBeHb
HavmeHoBaHne | opraHusauum Kop A/02.3 |(nogypoBeHb) 3
KBanudmnkaumnm

MpouncxoxaeHue 3aumcTBOBaHO M3
g Opwurunan X
TPYZOBOW (PyHKLIMK opuvruHana

Kon PernctpaunoHHbIn
opurnHana HOMeEp
npogeccnoHanbLHOro
cTaHgapTa

TpyooBble AencTBuUSA BcTpeya nocetutenen, nonyvyeHue nepBUYHOW MHGOPMALMKM O MOCETUTENsX U
MOMOLLIb B OpraHu3auum nx npuema pykoBoguTenem u CoTpyaHnkamm

BegeHune xypHana 3anucu noceTtutenemn

YyeT nocetutenemn n opopmreHne npomnyckos

CopgewncTere onepaTtMBHOMY PacCMOTPEHUIO MPOCLO M NPeaSIoKEeHN NoceTuTenemn

an/IeM n nepegada AOOKYMEHTOB noceTutenen pykoBOACTBY U COTpyAHUKaM
opraHunsauunmn

OpraHusauusi 1 6poHMpoOBaHME NEPErOBOPHbBIX KOMHAT

CepBupoBka 4anHoro (kohenHoro) ctona B oguce

MpurotoBneHne HaNUTKOB (4an, kode, NpoxnaguTeNbHbIE HAMUTKK)

Heobxoaumele yYMeHUaA O6watbeda ¢ noceTuTensamm

Mcnonb3oBaTb yCTaHOBMEHHbIE NMpaBuiia U Mpoueaypbl KOMMYHUKAUMKU BHYTPU
opraHusaumm

BecTu yyeTHble hopMbl, UCTIONb30BaTh X AJ1st paboThl

CosgaBaTb NONOXUTENbHbLIA UMUK opraHunsauunmn

MpuHMUMaTbL Mepbl MO paspeLleHnto KOHMANKTHBIX CUTYaLni

an/IMeHFlTb I/IH(*)OpMaLI,MOH HO-KOMMYHUKaALNOHHbIEe TEXHOJ10IMN

KOHcyn bTaHTlInloC www.consultant.ru CtpaHuua 7 13 43
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Mpwuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
OpraHv3aLUMoHHOMY ...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 30.09.2016

Ob6ecneunBaTtb KOHPUOEHUMANBHOCTL MHCpOPMALIUN

Heobxoaumble 3HaHusa |[paBuna opraHnsauumn npuema nocetntenemn

MpaBuna genoBoro odLeHus

CTpykTypa opraHusauum W pacnpegeneHve GQYHKUMA MeXay CTPYKTYPHbIMU
nogpasgeneHusaMu 1 crieyuanuctTamm

MpaBuna opraHmsaumm NnpnemMoB B opuce

MpaBuna cepBnpoBKM YanHOro (KopernHoro) ctona

I'lpasmna NPUroToBIIEHUA N NoAadn ropAvYnXx HaNMTKOB N 3aKyCOK K HUM

3OTnka genosoro obLeHns

lMpaBuna peyeBoro aTukeTa

TpeboBaHus oxpaHbl Tpyaa

MpaBuna 3awwmTbl KOHPUAEHLMATNBHOW CNY>XeOHOM MHopMaLmm

Opyrue -
XapakTepUCTUKN

3.1.3. TpynoBas dyHKUMSA

BbinofiHEHNE KOOPAMHUPYIOLLMX 1 YpoBeHb
HaumeHoBaHve | obBecnedmBatoLmx yHKLUNA Kop A/03.3 |(noaypoBeHb) 3
KBanudmnkaumnm

MpouncxoxaeHue 3aumcTBOBaHO U3
o Opwurunan X
TPYOOBOM OyHKL MK opurnHana

Kopg PernctpaunoHHbIn
opuruHana Homep
npogeccnoHanbLHOro
cTaHgapTa

TpyooBble AecTBUSA BeneHue xypHana pasbe3noB paboTHMKOB opraHu3aumu

KoopauHaumst paboTbl KypbepOoB 1 BoOUTENEN OpraHM3aLmm

BeneHue xypHana pasbesaoB KypbepoB opraHnsaLmmn 1 MapLupyToB BogMTenen

CocTaBneHue crpaBkM O pasbesgax paboTHMKOB, KypbepOB M MapLipyTax
BOoaMTENEN opraHmnsauum

Heobxoanmblie YMEHUaA CoctaBnsiTb 1 BECTHU Y4€THbl€ JOKYMEHTDI

MpVMeHsTb cpeacTBa KOMMYHMKaUMU AN Nepefayn nopyyeHuii pykoBoauTens u
COTPYOHWKOB OpraHusauum

KOHcyn bTaHTlnoc www.consultant.ru CtpaHuua 8 13 43

HageXHasa npaBoBas noaaepXxka



Mpwuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no

OpraH13aLMoHHOMY ...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 30.09.2016

MprMeHaTb coBpeMeHHble cpeacTea cbopa, 06paboTkm u nepegayn nHpopmaumm

OueHuBaTtb pe3ynbTaTbl B paMKaX NoCTaBlieHHbIX 3aga4y

OcyLecTBNATbL KOHTPOSIb UCTIONHEHWS MOPYYEHUIA PYKOBOAUTENSI COTPYAHUKAMM

Heobxoaumble 3HaHUSA

MpaBuna peyeBoro aTuKeTa

3OTuka genosoro obueHns

TpeboBaHust oxpaHbl Tpyaa

MpaBuna 3awmTbl KOHGUOEHUMANBHOM cny>xebHoN nHopmaumm

CTpykTypa opraHusauuum W pacnpegeneHve QYHKUUA MexXay CTPYKTYPHbIMU

nogpasgeneHnamm n cneumanmnctamm

Apyrve
XapaKTepUCTUKn

KoHcynbTtaHTtlnioc www.consultant.ru

HageXHasa npaBoBas noaaepXxka
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Mpwuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no

OpraH13aLMoHHOMY ...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 30.09.2016

3.2. ObobLeHHas TpyaoBas pyHKUNsS

YpoBeHb
HanwmeHoBaHune Kon B P
KBanudunkauum

MpouncxoxaeHve

0000LLeHHON TpyaoBOM OpwurunHan

OYHKLMK

3aMmMcTBOBaHO 13

X
opuruHana
Kon PernctpaunoHHbIn
opurnHana HOoMeEp
npodgeccnoHanbHoro
cTaHgapTa

TpeboBaHusa kK 0Opa3oBaHUIO
n oby4eHuno

CpenHee npodeccroHansHoe oGpa3oBaHune - NporpaMMbl MOATOTOBKM
KBaNMULMPOBaHHbIX paBounx, CryXaLumx

TpeboBaHusA K onbITy
npakTu4eckomn paboTbl

Ocobble ycnoBusi gornycka K
paboTe

[pyrve xapakTepucTnkm

[ononHutenbHble XapaKTepucTmnkmn

HavmeHoBaHVe ooKkymMeHTa Kon HanmeHoBaHme 6a30Bon rpynnel, 4OMKHOCTY (Npodeccun) nnm
crneumanbHOCTH

OK3 3431 AOMUHUCTPaTUBHO-YMNPaBIEHYECKNIA MepcoHarn

EKC <4> - [enonponssogntens

oKnAaTP <5> 21299 [enonponssoguTens

OKCO 032002 |[OokymeHTauuoHHoe obecneyeHne ynpaBneHus n apxmeoBeaeHmne

3.2.1. TpynoBas dyHKUMSA

OpraHusauyst paGoTs! € lOKyMEHTaMM Yposetib

HavnmeHoBaHue Kon B/01.5 |(nogoypoBeHb) 5
KBanudmnkaumm

ﬂpomcxozkp,eHme OpuruHan X 3anMcTBOBaHO U3

TPYAOBOM (OYHKLUN opuruHana

KOHcyn bTaHTlInloC www.consultant.ru Ctpanuua 10 3 43
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Mpwuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H
"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no
OpraHv3aLUMoHHOMY ...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 30.09.2016

Kopg PernctpaunoHHbIn
opuruHana Homep
npogeccnoHansHoro
cTaHgapTa

TpynoBble AencTems Mprem 1 nepBrnyHasa 0bpaboTka BXOASALLMNX JOKYMEHTOB

MpenBaputenbHoe  paccMOTPEHME U COPTUPOBKA  [AOKYMEHTOB  Ha
perucTpvpyemble 1 He perucTpupyemble

MoaroToBka BXOOSALIMUX JOKYMEHTOB Arsl paCCMOTPEHNs pyKoBoaUTENEM

PeFI/ICTpaLI,I/Iﬂ BXOOALWNX OOKYMEHTOB

OpFaHVI3aLI,VI9I 0O0CTaBKM OOKYMEHTOB UCMOJTHUTENAM

BepneHne 6a3bl gaHHbIX LOOKYMEHTOB opraHusauunm

BeneHune nHhopmaumnoHHO-cnpaBoYHO paboTol

O6paboTka 1 oTnpaBka UCXOQALWNX JOKYMEHTOB

OpraHuzaums paboTbl MO perucTpaumu, ydeTy, XpaHEeHU U nepejade B
COOTBETCTBYIOLLME  CTPYKTYpPHble  MOApasferieHnsi  [OKYMEHTOB  TeKyLlero
ZAernonpounssoacTea

KOHTpOJ‘Ib MCNoJiIHeHNA OOKYMEHTOB B OpraHu3aumnm

Heobxogumble ymeHus | PabotaTb CO  BCEM  COBOKYMHOCTbIO  MHOPOPMAaLMNOHHO-OOKYMEHTALNOHHBIX
pecypcoB opraHusaumm

Monb3oBaTbcsa 6a3zamu gaHHbIX, B TOM Yncne yoaneHHbIMn

Monb3oBaTtbes cn paBO4HO-NpPaBOBbIMA CUCTEMAMU

Monb3oBaTbCs  aBTOMaTU3WPOBAHHLIMKM  CUCTEMaMW  yyeTa, pernctpauuu,
KOHTPONS M MH(POPMALMOHHO-CMPaBOYHbIMKM  cMcTemMaMu npu  pabote C
JOKYMeHTaMu opraHusauum

MpuMeHsTb CoBpeEMEHHbIE MHGOPMALMOHHO-KOMMYHUKALMOHHbBIE TEXHOMNOMMKN AN
paboTbl C AOKYMeHTamu, B TOM 4ucfe Anst ee OnTUMM3auum U MOBbILEHUS
ahbpeKkTUBHOCTH

Heobxogumble 3HaHUs HOpMaTMBHbIe npaBoBble aKTbl W HOpMaTtuUBHO-MeToAUYECKUEe [OOKYMEHThI,
onpegendolimne nopAaaok JoKyMmeHTaunoHHOro obecneyeHuns ynpasneHuna

CTpyKTypa opraHusaumu, pykoBoACTBO CTPYKTYPHbIX NOoApasaeneHuni

COBpeMeHHbIe MHd)OpMaLI,I/IOHHbIe TEXHOIormmn pa6OTbI C AOKYMEHTaMu

Mopsigok paboTbl C AOKYMEeHTaMu

Cxembl JokymeHTooboOpOoTa

MpaBuna paboTbl C BXOAALMMM, UCXOAAWLMUMN U BHYTPEHHUMU OOKYMEHTaMm
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OpraHv3aLUMoHHOMY ...

HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 30.09.2016

MpaBuna opraHv3auMm W GOPMbl  KOHTPOMS WCMOSIHEHUST [OOKYMEHTOB B
opraHusaumu

TwunoBble CPOKM UCNOJTHEHUNA OOKYMEHTOB

MprHUKMNBI paboTbl CO CPOKOBOW KApTOTEKOW

HasHaueHune n TexHonorus TeKyLiero n npeaoynpeanTtenbHOro KOHTpona

MpaBuna cocTaBMEHUs aHanUTUYECKWX CMpaBOK MO OpraHuM3auuM paboTbl C
[OKYMEHTaMM 1 KOHTPOSH UCTONHEHNSI JOKYMEHTOB

MpaBuna OOKyMeHTaLMOHHOIo obecneyeHmns AeATeNbHOCTM opraHm3auum

Buabl OOKYMEHTOB, X Ha3Ha4YeHune

Tpe6OBaHVI9I, npeavaBndemMble K JOKYMEeHTaM B COOTBETCTBUM C HOPMaTUBHbIMU
akTamMn u rocygapCrtBeHHbIMU CTaHOapTamMmun

MpaBuna cocTaBneHMss W OQOPMIIEHNA  MH(OPMALIMOHHO-CMNPaBOYHbIX,
OpraHn3aLMOoHHBIX YrpaBneHYecknX JOKYMEHTOB

MpaBuna co3daHnsa W BedeHWss 6a3 OadHHbIX CNYXeOHbIX [JOKYMEHTOB B
opraHusaumm

CucTEMbI 3MEKTPOHHOIO J0KYMEHTO06opoTa

MpaBuna n Cpokn OTNPaBKMA UCXOASALLMX JOKYMEHTOB

TpeboBaHus oxpaHbl Tpyaa

Lpyrue -
XapaKTepUCTUKK

3.2.2. TpypoBas yHKUNA

OpraHu3auns TEKyLLEero XxpaHeHus YpoBeHb
HanmeHoBaHve | BOKYMEHTOB Kog B/02.5 |(nogypoBeHb) 5
KBanudmkaumm
MpoucxoxaeHue 3anmcTBoBaHoO U3
P KA OpwurunHan X
TPYOOBOM OyHKL MK opurnHana
Kopg PernctpaunoHHbIn
opurnHana Homep
npodgeccnoHansHoro
cTaHgapTa
TpynoBble AencTems Pa3paboTka HOMeHKNaTypbl Aen opraHmM3auum

I'IposepKa npaBuUbHOCTU Od)OpMJ'IeHI/IH OOKYMEHTOB W OTMETKU 06 wux
ncnonHeHnn nepea nx (bOpMMpOBaHMeM B Aeno Ana nocnenyruiero XxpaHeHna

dopmyrnvpoBaHVe 3aroSioBKOB e U onpeaeneHne CPOKOB UX XpaHeHus!
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 30.09.2016

dopmupoBaHue gen

KOHTpOJ'Ib npaBuribHOro M CBOEBPEMEHHOro pacnpegeneHna u noalnBKU
OOKYMEHTOB B fena

Heobxogumble ymeHusi | OpraHu3oBbiBaTe paboTy Mo yyeTy, XpaHeHUo 1 nepeaaye B COOTBETCTBYHOLLEE
CTPYKTYpHOE MnoapasfeneHne JOKYMEHTOB TeKyLLero 4enonpoussoacTsa

OcyllecTBnATb  MeToAMYEecKoe  PYKOBOACTBO  [Oeronpou3BOACTBOM B
opraHu3auum1, KOHTPONMPOBAaTL NpaBuIbHOE PopMUpOBaHMe, XpaHeHne 1 caady
[ern B apxvB

Pa3pa6aTblBaTb HOMEHKNaTypy Aen CTPYKTYpPHOro noapasgeneHunda

Mcnonb3oBaTe HOMEHKMATYpPy [Oen MpuM U3YYEeHUM CTPYKTYpbl OpraHusauum,
COCTaBMNEeHUN onucen gen

OpraHusoBbiBaTb  paboTy Mo ¢opMMpoBaHWIO [Oen B COOTBETCTBUMU C
YyTBEPXXOEHHON HOMEHKNaTypon Aen opraHn3aumm

MpaBunbHO n cBOEBpPEMEHHO (OPMMPOBATL AOKYMEHTbl B Aefa C Yy4eToM UX
cneungukn

CI/ICTeMaTI/I3I/IpOBaTb OOKYMEeHTbl BHYTPpU Aena

Ob6ecneunBaTb COXPaHHOCTb U 3aLLUTY JOKYMEHTOB OpraHu3aLum

an/IMeHﬂTb MHd)OpMaLlMOHHO-KOMMyHI/IKaLl,I/IOHHbIe TeXHoNnormn And pa60TbI C
OOKYyMeHTaMu

Heobxognmble 3HaHMSA HOpMaTI/IBHbIe npaBoBble akKTbl, HOPMAaTMBHO-MeTOAMYECKME  OOKYMEHThI,
rocyfoapCTtBeHHble CTaHOapTbl, onpeaendwuwmne nopaaok AOKYMEeHTaLMOHHOro
obecneyeHus ynpasrneHusa

Bugbl HomeHknaTyp, obwwue TpeboBaHWS K HOMEHKNaType, MeToauka ee
CoCTaBrieHns n oopmMIieHns

MpaBuna cornacoBaHWsi HOMEHKNATypbl Aen C BEJOMCTBEHHbIMW apxvBamu U
3KCNEepPTHON KOMUCCUEN

Mopsagok dopmmpoBaHnss M odopMieHna gen, cneumduka dopmmpoBaHns
OTAEeNbHbIX KaTeropun aen

MpaBuna xpaHeHUs ger, B TOM YWCIe C JOKYMEHTaMU OrpaHUYEHHOro AOCTyna

I'Ipasl/lna Bbl4a4yn N NCnofib30BaHUA AOKYMEHTOB U3 C(bOpMMpOBaHHbIX nen

TpeboBaHusa oxpaHbl Tpyaa

Opyrve xapaKkTepucTuKu

3.2.3. TpynoBas yHKUNA

OpraHusauns obpaboTku gen gns YpoBeHb
HaumeHoBaHve | NOCHEAyOLEro XxpaHeH s Kopg B/03.5 |(nogypoBeHb) 5
KBanudmkaumm
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[ata coxpaHeHus: 30.09.2016

opraHnsaunoHHOMY ...
MpoucxoxgeHve 3anMMcTBOBaHO 13
o Opwurunan X
TPYAOBOMN OYHKLUN opuruHana
Kopg PernctpaunoHHbIn
opurnHana Homep
npogeccnoHanbLHoOro
CcTaHgapTa

pr,EI,OBbIe nencTeus I'IposepKa CPOKOB XpaHeHuA [OOKYyMEeHTOB, COCTaBlieHMe MNpOoTOoKOoNna pa60TbI
SKCI'IepTHOIZ KOMUCCMM nNo noAarotoBke [OOKYMEHTOB K XpaHeHWK, aKTta o
BblaeNeHNN K YHUYTOXXEHNUIO JOKYMEHTOB, He noaneXawnx XpaHeHuo

CocTaBneHue BHyTpeHHeVI onucu gen ans ocobo LeHHbIX LOOKYMEHTOB

OcbopmneHune aen NoCTOSHHOTO, AONTOBPEMEHHOIO CPOKOB XpaHeHMs!

O(*)OpMJ'IeHI/Ie 0BnoXKM fen NOCTOSIHHOrO, OoNroBpeMeHHOro CpokoB XpaHeHun4

CocTaBneHne onucu gen NoCTOSIHHOrO, nonroBpemMeHHOro CpokoB XxpaHeHus

Mepenaya aen B apxue opraHmsaLnm

Heobxogumble ymeHus | Monb3oBaTbCA  MEpeYHsIMM  [OKYMEHTOB M aHanM3upoBaTb  (daKTMYeckoe
coepxaHue UMeKLMXcs B Aefie AOKYMEHTOB MNpW OrnpederneHnnd CPOKOB WX
XpaHeHust

OdopMnaTb JOKYMEHTbI 9KCNEPTHON KOMUCCUM

OcbopmnsiTe 0BMOXKKM Oen MOCTOSIHHOTO M BPEMEHHOr0 CPOKOB XpaHeHWus B
COOTBETCTBUM C TPeGOBAHUSIMU rOCYAapPCTBEHHbIX CTaHA4apTOB

npOI/I3BOD,I/ITb XPOHOJIOMMHYECKN-CTPYKTYPHYIO CUCTEMATU3aUnIo aen

OcyLlecTBNATL  TEXHUMYECKYID 00paboTky M nonHoe odpopmIieHne  aen
MOCTOSIHHOIO U BPEMEHHOIO CPOKOB XpPaHEeHMs!

CoctaBnatb onucb AeN MNOCTOSHHOIO U BPEMEHHOIo0 CpPOKOB XpaHEHUA B
cooTBeTCTBUM C ﬂeVICTByIOLLI,VIMVI HOpMaTMBHO-MeTOoANYECKUMUN OOKYMEHTaMN

an/IMeHFlTb MH(*)OpMaLI,I/IOHHO-KOMMyHI/IKaLI,I/IOHHbIe TEXHONormn Aand pa60TbI C
OOKYyMeHTaMu

Heobxogumble 3HaHMs | HopmMaTuBHble MpaBoOBble  akTbl, HOPMAaTUBHO-METOAMYECKUE  LOKYMEHTHI,
rOCy4apCTBEHHbIE CTaHAapTbl, OnpedensolmMe nopsaok AOKYMEHTaUMOHHOro
obecneyeHns ynpaBneHusi

Kputepun pasgeneHnss OOKYMEHTOB Ha rpymnnbl B COOTBETCTBUMM C LEHHOCTbIO
MHdopMaLnn, cogepKaLlenca B HAX

MopsigoK UCMOMb30BaHUS TUMOBLIX MU BEOOMCTBEHHbLIX MEpPeYHein JOKYMEHTOB,
onpefesieHnsi CPOKOB XpaHeHUs B MPOLIecce 3KCNepTU3bl LEHHOCTM JOKYMEHTOB

nOpﬂ,EI,OK Cco3faHunAa, opraHun3aumm wn LOOKYMEeHTUPOBaHUA pa6OTbI 3KCI'I€pTHOI7I
KOMUCCuUn
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[ata coxpaHeHus: 30.09.2016

opraHu3aumvoHHOMY ...
[MpaBuna cocTaBneHUs 1 yTBEPXKAEHNS NPOTOKOMa paboTbl 3KCNEPTHON KOMUCCUMN
lMpaBuna cocTaBneHuMs W YTBEPXOEHWUS akTa O BblAeneHWM [OOKYMEHTOB, He
NoANexXaLUmx XpaHeHu o
MpaBuna TexHu4veckor obpaboTKM M NONHOrO OopMNeHNUst Aen MOCTOSIHHOMO U
BPEMEHHOIo CPOKOB XpaHeHUs
lMpaBuna cocTaBneHns oNUcK Aern NOCTOSHHOTO Y BPEMEHHOTO CPOKOB XPaHEeHUs
B COOTBETCTBMM C AENCTBYIOLUMN HOPMAaTUBHO-METOANYECKMMU LOKYMEHTaMM
MpaBuna nepegayv gen B apxuB opraHn3aumm
TpeboBaHus oxpaHbl Tpyaa

LOpyrve -

XapakTepucTukm
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 30.09.2016

3.3. ObobLeHHas TpyaoBas pyHKUNsS

MpoucxoxaeHue

0000LLEeHHON TpyaoBOM OpwurunHan

OYHKLMK

OpraHusaunoHHoe, JOKYMEHTaLMOHHOE U y
pOBEHb
HanmeHoBaHMe |uMHdOpPMaLNOHHOE obecnevyeHne AeaTeNnbHOCTM Koa C KBaNMMKaLMM
pyKOBOAMTENS opraHu3aLmm
X 3anmcTBOBaHO U3
opuruHana
Kop PernctpaumnoHHbIN
opuruHana Homep
npogeccnoHanbLHOro
cTaHgapTa

Bo3MoXHble HanmMeHoBaHUS
JoImKHOCTEN, npodeccuin

CekpeTapb pykoBoautens

TpeboBaHus kK 0Opa3oBaHMIO
n oby4eHuo

Bbicwee obpasoBaHue - bakanaespuat unm

CpepnHee npodeccroHansHoe o6pa3oBaHme - NporpamMmmMbl NOATOTOBKM
CMeumnanmcToB CpeaHero 3BeHa

[ononHutensHoe npodeccnoHansHoe obpasoBaHue

TpeboBaHus K ONbITY
npakTU4eckom paboTbl

He meHee aByx NneT BbINOMHEHUS paGoT Mo opraHU3aLMoHHOMY 1
[AOKYMEHTaLNOHHOMY 06ecrneyeHnio AeATeNIbHOCT PYKOBOAUTENS
opraHv3aummn npu cpegHemM npodgeccroHansHoM o6pasoBaHnm

Ocobble ycnosus gonycka K
paboTe

[pyrvne xapakTepucTnkm

JlononHuTenbHble XapakTepucTUKA

HanmeHoBaHWe OOKyMeHTa Kopg HanmeHoBaHune 6a3oBon rpynnbl, 4OMMKHOCTY (Npodheccun)
Unu cneynaneHoOCTH

OK3 2432 Bubnuotekapu, bubnuorpadbl, AOKYMEHTOBEALI U
cneumanucTbl POACTBEHHbIX Npodheccuii

EKC - CekpeTapb pykoBogutens

OKnAaTP 26341 CekpeTapb pykoBoautens

OKCO 032001 [lokymeHTOBeEHME U JOKYMEHTALMOHHOE obecneyeHne
ynpasneHusi

032002 [okymeHTaumnoHHOe obecnedeHne yrnpaBneHus u

apxmBoBefeHMne

3.3.1. Tpynoas dyHKUMSA
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[ata coxpaHeHus: 30.09.2016

opraHnsaunoHHOMY ...
OkasaHune NoMOoLLM PYKOBOAUTENIO B YpoBeHb
HavmeHoBaHne | nnaHMpoBaHUKM paboyero BpeMeHu Kopg C/01.6 |(nogypoBeHb)
KBanudunkaumnm
MpoucxoxgeHve 3aMMcTBOBaHO 13
g Opwurunan X
TPYOOBOM OYHKLMK opurMHana
Kon PernctpaunoHHbIn
opurMHana HoMep
npodgeccnoHanbHoro
cTaHgapTa

TpynoBble AencTBus

Bbibop dopmbl nnaHupoBaHus UM ocopMieHne nnaHMpPOBLLUMKA (OpraHansepa)
pykoBoaUTEnNS

BHeceHune nHdopmMaLumm B NNaHNPOBLLKK (OpraHansep)

CornacoBaHue ¢ pykoBoauTenemM BpeMeHHbIX NiiaHOB

CornacoBaHvne TenedoHHbIX MEeperoBopoB, BCTPEY U MeponpusaTuin ¢
napTHepamu, KNMeHTamMmu, PyKOBOAMTENSIMU NoApasaerneHunin u coTpyaHUKaMm

NHbopmmpoBaHue pykoBoauTens O pernameHTe HaMmeuyeHHbIX MeponpuaTun

MpepynpexaeHue o NPUOIKEHUM BPEMEHN HAaMEeYeHHbIX MEpPONPUATUIA

(DOpMI/IpOBaHMe pe3epBa BpeMeHU Ona HenpeaBnaeHHbIX CI/ITyaLI,MI7I

Heobxogumble ymeHus

YcTaHaBnuBaTth Lienu, onpeaensaTb nepapxuto Lenen

OnpenenaTe NPUOPUTETHOCTb U OYEPEAHOCTL BbIMOSHEHUS paboT 1 3hPEKTUBHO
pacnpefensTb paboyee Bpems

OkasblBaTb MOMOLLb PYKOBOAWUTENIO B pacnpeaesieHnn ero paboyero BpemMeHu

BbibvpaTe onTumanbHble crnocobbl MHPOPMUPOBAHMS MapTHEPOB, KIUEHTOB,
nocetutenen, pykosoguTenei noapasneneHnuii U COTPYAHWKOB O NnaHupyeMblX
MepOonpUATUAX

Ob6ecneunBaTtb MHPOPMALIMOHHYO 6€30NacHOCTb AEATENbHOCTU OpraHn3aLmm

Heobxoaumble 3HaHUSA

CI'IeLI,I/Id)I/IKa OCHOBHOW OEeATENBHOCTH opraHunsauunmn

OCHOBbI aAMUHUCTPATMBHOIO NpaBa U TPYAOBOro 3akoHogaTenbcTBa Poccuiickon
depepauymm

PykoBogsLmii coctaB opraHmMsaumm n ee nogpasgeneHun

(DyH KU caMoMeHe ) KMeHTa

[NocTaHoBKa Uenen

I'Ipanma npoBeaeHnAa AenoBbiX NeperoBopoB

TpeboBaHusa oxpaHbl Tpyaa
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Lpyrue -
XapaKTepUCTUKK

3.3.2. TpynoBas yHKUNA

lMnaHnpoBaHmne paboyero aHSA cekpeTapsi YpoBeHb
HanmeHoBaHue Kopg C/02.6 |(nogypoBeHb)
KBanudmkaumm
MpouncxoxaeHue 3anmcTBoBaHoO U3
P KA OpwurunHan X
TPYOOBOM OyHKL MK opuruHana
Kopg PernctpaunoHHbIn
opurnHana Homep
npodgeccnoHansHoro
cTaHgapTa
TpynoBble AencTems Bbi6op n odopmneHre nnaHMpoBLLMKa cekpeTaps

BeneHue gHeBHMKa (Ha 3NEKTPOHHOM U/vnun GymaxHoMm Hocutene)

CornacoBaHue NnaHoB ¢ NjiaHaMun 1 cpokamu paboTbl PYKOBOAMUTENS

PacnpegeneHve paboyero BpemMeHu (Ha AeHb, HEAEND, NepPCreKkTUBY)

lMepeHeceHne HeBLINOSTHEHHbIX 3anfaHNPOBaHHbIX 3agau

BbINonHEHME TUMNYHLIX eXXeQHEBHbIX Aen

Heobxogumble ymeHus | Boibupatb n opopMnaTb NNaHUPOBLLNK

BHocutb n oTtcnexusBaTtb MHd)OpMaLI,I/II'O Ha O3NEKTPOHHOM n/vnn 6yMa)KHOM
HOocutene

PaccTtaBnaTtb NpuopuTeThl, BblAENATb BaXXHOE N CPOYHOE

BbibupaTtb onTumansHbIn putMm paboThbl

AHaJ'IVI3VIpOBaTb NPUYNHBbI HEBbLINOJTHEHNA 3adau

an/IMeHFlTb MH(*)OpMaLI,I/IOHHO-KOMMyHI/IKaLI,I/IOHHbIe TEXHOIOorMn

Heobxogumble 3HaHusa | OcobeHHOCTM OdOpPMITEHUS MNaHMPOBLUMKA (HA SMEKTPOHHOM U OyMaKHOM
HOCUTENSX)

OcHosBbl ynpasneHna BpeMeHeM

[pyrve xapakTepucTnkm

3.3.3. TpynoBas yHKUnA

HanMeHOBaHME OpraHusaumsi TenegoHHbIX NEPeroBopoB Kon C/03.6 YpoBeHb
pyKoBOAMUTENS (nogypoBeHb)
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opraHnsaunoHHOMY ...
KBanudmkaumm D
MpoucxoxaeHne 3anmMcTBOBaHO 13
P KA OpwurunHan X
TPYOOBOM OyHKL MK opurnHana
Kopg PernctpaunoHHbIN
opurmHana HOMeEp
npogeccnoHanbHoro
cTaHgapTa

TpynoBble AencTems BeneHune 6a3bl TenedoHHbIX KOHTAKTOB PYKOBOAMUTENS

CoeanHeHune pykoBoaAUTENA C KOHKPETHbIMU aboHeHTamu

MogroToBka MaTepuanoB Ans TenedOoHHbIX MepPeroBopoB PyKOBOANTENS

PeFI/ICTpaLI,I/IFl nocTtynarwwmnx B NPUEMHYHO TeJ'Ie(bOHHbIX 3BOHKOB

MepeHanpaBneHWe  OTAENbHbIX  TeNedOHHbIX  3BOHKOB  3aMEeCTUTEersiM
PYKOBOAMTENS, APYTVM COTPYAHUKAM

MonyyeHne Heobxogumon wHdoOpMaLMM W nepefada CaHKUWMOHUPOBAHHOWM
UHpopmaLmm no TenedoHy

YcTaHOBneHMe KOHTakTa ¢ cobecefHUKOM, MOAAepXaHue U pasBuTUE OenoBON
Becenbl B npouecce TenedoHHbIX NeperoBopos

OkaszaHue nomoLy pykoBOOUTENO MPU OpraHnu3aumm 1 npoBeaeHnn TenedoHHbIX
neperoBopoB N BUOEOKOH(epeHUNI

Heobxogumble ymeHus |Bectn u wncnonb3oBate B pabote 6a3y p[aHHbIX TenedOHHbIX KOHTaKToB
pykoBoauTens

Wcnonb3oBaTb cpeacTBa KOMMYHUMKAUWMOHHOW OPITEXHUKU AN MONydeHus WU
nepegayv nHgopmaymm

Bectn yyeTHble  peructpauuoHHble  OpPMbI,  UCNONb3OBaTb MX AN
MHOPMaLNOHHON paboTbl M paboTbl MO KOHTPOMK WCMOSNTHEHUSI pPEeLUeHni
pyKoBOAUTENS

CrnaxmBaTb KOH(*)J'II/IKTHble N CIOXHblE€ CUTyaLunn MeXrnn4HOCTHOIro obLweHuna

Mcnonb3oBaTb TEeXHMYECKME U MporpaMMHble cpeacTBa Afsl  NPOBeAeHUs
rosI0COBOM UM BUOEO-KOH(EPEHL-CBA3N

Ob6ecneunBatb I/IH(*)OpMaLI,I/IOHHyI'O ©e3onacHOCTb OeATENbHOCTH opraHmnsauunn

CobntogaTb Cny>eBHbIN 3TUKET

Heobxoaumble 3HaHusa | TenedoHHble KOHTaKTbl pyKOBOAUTENS

dyHKUMKM, 3afjauyn, CTPyKTypa oOpraHM3auuM, ee CBsi3W Mo  BepTukanu MU
ropu3oHTanu

I'Ipaana B3aMMOAENCTBUSA C napTtHepamu, KnneHtamu, cpencrsamu MaccoBOM
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[ata coxpaHeHus: 30.09.2016

opraHn3aLnoHHOMY ...
WHdopMaLnm
MpaBuna nogaepxaHnst U PasBUTUS MEXTUYHOCTHBIX OTHOLLEHWIA
MpaBuna NnpoBeaeHUs AenoBbIX NEPEroBOpPOB
MpaBuna 3aLmTbl KOHOUAEHUNANBLHOW MHAOPMaLUK
TpeboBaHusa oxpaHbl Tpyaa

Opyrue -

XapakTepucTuKm

3.3.4. TpynoBas pyHKLMA

OpraHusaums KoMaHAUPOBOK PYKOBOAUTENS YpoBeHb
HaumeHoBaHve Koa C/04.6 |(nopypoBeHb)
KBanudmnkaumnm

MpouncxoxaeHne 3aumcTBOBaHO M3
g Opwurunan X
TPYZOBOW (PyHKLIMK opvrnHana

Kon PernctpaunoHHbIn
opurnHana HOMeEp
npogeccnoHanbLHOro
cTaHgapTa

pr,EI,OBbIe nencTeus MogroToBka npoeKTa CJ'IY)Ke6HOFO 3ajaHnda pykosoauTensa

lMoaroToBka NpoekTa npukasa o crnyxebHom KOMaHANPOBKe

Bbinucka KOMaHOMPOBOYHOrO  YAOCTOBEPEHWS W €ro  perucrtpauus  npu
HeobxoaMMoCTH

MogroToBKa AOKYMEHTOB Ha MOMydYeHne BU3bl, 3arpaHU4HOro nacnopra

3aka3s Xene3HoOOOPOXHbIX 7 aBnabuneTos, rocTuHUL, TPaHCMOPTHOIo
obecneyeHus pykoBoautena

OdbopmrieHne nporpammbl  MOE3AKW, YTOYHEHME OCOGEHHOCTEN MpoTokoNa
nnaHMpyeMmblX MepPONPUATUIA

MoaroToBka JOKYMEHTOB K Noesake pykoBoaUTens

YTouHeHWe aaThbl, AOMKHOCTEN, hamMmmnnuin B nporpamMmme KOMaHaUpOBKU

Mpopa6oTka MapLipyTa pyKOBOAWTENS, YBSI3Ka ero C pacnucaHMeM TpaHcrnopTa

O6paboTka maTepnanoBs KOMaHAMPOBKK, OhOPMIIEHUE OTYETA O KOMaHAMPOBKe

Heobxogumele ymeHusi | OchopMisiTb aBaHCOBLIE OTHYETHI PYKOBOAUTENS

OpraHI/I3OBbIBaTb BCTpe4n pykosoautensa c anmearou.l,eVl CTOpOHOVI
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 30.09.2016

OdopMnsiTb KOMaHAVPOBOYHbBIE AOKYMEHTHI

O6pa6aTblBaTb OOKYMEHTbI n mMmaTtepuanbl no pe3ynbtTatamMm noe3gkun
pykoBoauTensa

O6ecneunBaTtb paboTy ocdmca BoO BpeMs OTCYTCTBUSA PyKOBOAUTENS

MpnmeHaTb cnocobbl AenoBoro odLeHns

Wcnonb3oBaTb cpeacTBa KOMMYHUKaUMK ANs obecneyeHuss B3auMoaencTeus ¢
pYKOBOAMTENEM BO BPEMS €ro AefoBoi Noesaku

Heobxogumblie 3HaHMA | Mopsaok NoAroToBKM U NPpOBeAeHNs KOMaHAUPOBOK

HODHD,OK Od)OpMJ'IeHMﬂ OOKYMEHTOB OJ14 KOMaHAUPOBKU N OTYETHbIX JOKYMEHTOB
Nno KOMaHOMPOBKE pyKoBOAUTENA

[enosow npoTokon

OTuka genosoro obLeHns

Apyrue -
XapaKTepUCTUKK

3.3.5. Tpynosas cyHKUnA

OpraHusaums paboTbl C NOCEeTUTENSMU B YpoBeHb
HaumeHoBaHVWe | NpYeMHOWN pyKOBOAMTENS Ko C/05.6 |(noaypoBeHb)
KBanudmkaumm

MpoucxoxaeHne 3anmMcTBOBaHO 13
o Opwurunan X
TPYAOBOMN OYHKLUN opuruHana

Kopg PernctpaunoHHbIn
opuruHana Homep
npogeccnoHanbLHoOro
cTaHgapTa

TpynoBble AencTems OpraHusaunst MMYHOro NpMemMa NoceTuTenen pykoBoaANTENEM

YcTaHoBneHne nopAagka npunemMa ana pasfnyHbixX KaTeFOpMI7I nocetutenemn

BegneHve xypHana npegsapuTenbHON 3anmcu Ha npuem

Peructpauunsa nocetutenen

CopencTere onepaTMBHOMY PacCMOTPEHUIO NPOCLO 1 NPearnoXeHni noceTuTenen
N COTPYAHWKOB OpraHun3auuun

OpFaHM3aL|,I/IF| npunemMa aenosbiX NnapTHeEpPOB B O(.'bl/ICe

OpraHuzaumst 06CrnyxMBaH1si PYKOBOAUTENSI U €ro AenOBbIX MapTHepoB B oduce

CepBupoBka 4anHoro (kohenHoro) ctona B oduce
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 30.09.2016

MpuHATME Mep N0 COXPaHEHUID KOMMEpPYEeCKOW TaWHbl B Xode npuema
noceTuTenemn u Nx HaxoXaeHnsi B MPUEMHON 1 kKabuHeTe pyKoBoauUTeEns

Heobxoanmelie YMEeHUaA OpFaHMSOBbIBaTb n obecneyvmBaTb NIMYHbIE KOHTAKTbI pykoBoauTend

YnpaBnsaTtb KOHpAnKTamm

YuntbiBaTb MNCUXONOMMYECKME OCOOEHHOCTU JIMYHOCTU MpPU Pas3fNUYHbIX BMAAX
npodeccnoHanbHoro obLeHus

Mcnonb3oBaTb yCTaHOBIEHHble NpaBuia W npoueaypbl KOMMYHUKALUMKW BHYTPU
opraHusaumm

Bectn yyeTHble  pernctpauuoHHble  OpPMbI,  WUCMOMb30BaTb WX  AfS
MHpopMaumnoHHon paboTbl M paboTbl MO KOHTPOSIKO WCMOJNIHEHWUS peLleHui
pykoBOAUTENNS

CosgaBaTb NONOXUTENBHbLIA UMUK opraHusauunmn

MpuHUMaTbL Mepbl MO paspeLleHnto KOHGMNKTHBLIX CUTYaLni

an/IMeHFlTb I/IHd)OpMaLI,MOH HO-KOMMYHUKaALNOHHbIEe TEXHOJ10ITMKN

Ob6ecneunBatb KOHPUAEHUMANBHOCTE B MPUEMHOM M KabuHeTe pykoBoaUTENS,
COXpPaHATb KOHMAeHUManbHy0 MHOPMaLNIo B TalnHe

Heobxoaumble 3HaHus |[paBuna opraHnsauumn npuema nocetntenemn

MpaBuna genoBoro odLeHus

MpaBuna peyeBoro aTukeTa

MpaBuna ycTaHOBIMEHUS KOHTaKTa, MOOAEPKAHUS U PA3BUTUSA MEXITUYHOCTHBIX
OTHOLLIEHUN

CTpykTypa opraHusauum W pacnpegeneHve GQYHKUMN MexXay CTPYKTYPHbIMU
nofapasaeneHusiMu 1 crieyuanuctTamm

MpaBuna opraHnsaumn NpMemoB B oduce

ATUKET 1 OCHOBbI MEXAYHApPOAHOIo NPOTOKONa

MpaBuna cepBnpoBKM YanHOro (KopernHoro) ctona

I'lpanma NPUroToBIIEHUA N NoAayn ropAvYnX HaNMTKOB N 3aKyCOK K HUM

MpaBuna 3awwmTbl KOHPUAEHLMANLHOW CNyxebHon uHopmaLnm

Opyrve -
XapakTepUCTUKN
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 30.09.2016

3.3.6. TpynoBsas yHKLMSA

OpraHusauuns NnoAroToBKM, NPOBEAEHMS U YpoBeHb
HaumeHoBaHve | o0b6CnyXMBaHMS KOHPEPEHTHBIX MEPOMNPUATUI Kop C/06.6 |(noaypoBeHb)
KBanudmnkaumnm
MpoucxoxgeHve 3anMMcTBOBaHO 13
g Opwurunan X
TPYOOBOW OYHKLMK opurMHana
Kop PernctpaumnoHHbIN
opuruHana HoMmep
npodgeccnoHanbHoro
cTaHgapTa

pr,EI,OBbIe nencTeus MoaroToBKa NOBECTKM OHSA mMeponpunAaTmna

OdpopmrieHne cnvcka y4acTHUKOB MEPONpPUATUS

NHopMMpOBaHMEe YYaCTHUKOB O HaMevarowemMcsl MepOMnpUATUN U YCrOBUSX
yyacTus

BbiGop MecTa 1 BpeMeHW NpoBeAeHUst MEPONPUATUS

MogroToBka npe,u,BapMTeanoﬂ CMeTbl pacxogoB

Paccbinka npurnalieHuin NogTBEpANBLLUM y4acThe B MeponpuUsiTum

C60p TEeKCTOB O0KMNagoB U NMPOEKTOB UTOrFoBbIX JOKYMEHTOB Yy OOKMaa4MKkoB

Paccbinka  MHOPMAaLMOHHBIX  MaTepuanoB  yvyacTHUKaAM  KOH(EepPeHTHOro
MeponpuaTus

CocTaBneHune sIBOYHbIX INCTOB U CriMcKa pernctpaumn y4aCtHUMKOB MeponpuAaTuaA

3akyrka KaHLUenspckMx TOBapoB U NPoAYKTOB Ans obecrneveHuns koce-nays

PelueHue BOMPOCOB TEXHNYECKOIo OCHalleHNA MepPonpunaTnA

Momollb B NOAroTOBKE A0KNa[a pyKoBOAUTENS, MPe3eHTaLUUOoHHbIX MaTepuanos

OpraHI/I3aLI,MF| noaroToBKku npesnanyma m pa6oq|/|x MECT y4aCTHUKOB

OpraHu3zauus BCTpeYr U perncTpaumsi y4acTHUKOB MeponpusTus

BeneHue NPOTOKOJ1a MeponpuAaATUA

OpraHusauus cepB1MCHOro o6cnyxmBaHnsi BO BpeMsi kogpe-naya

OpraHI/I3aLI,M$| KynbTYPHO-MaCCOBbIX MepOI'IpMFlTMVI, TpaHCNOPTHOIO n
rocTMHMYHOro obecneveHns

Heobxogumble ymeHusi | OpraHv3oBbiBaTb  MPOLECC  MOATOTOBKM K MPOBEAEHMI0  KOH(EPEHTHOIO
MeponpuATUS UHOVBUAYANBLHO U B cocTaBe paboyei rpynnbi

[okyMeHTVpoBaTb pasHble 3Tanbl Npouedypbl MOArOTOBKM W NPOBeAEHWs
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 30.09.2016

KOH(hEPEHTHOrO MepPOoNpUATUS

MepenaBaTb  MHOPMALMIO,  OOKYMEHTHl W MaTepuanbl  y4acTHUKaMm
KOH()ePEHTHOro MeponpuaATUs

MoprotaBnueaTe M 060OpPyAOBaTL CTON Mpe3uavyma u paboune Mecta y4acTHUKOB
coBellaHus (3acefaHuns)

CepBupoBaTb YalHbIn (KoheliHbIn) cToN BO BPEMS NMpoBeAEHUsT kode-nay3

CobnogaTb NpaBuna 4enoBoro aTukeTa U NpoTokona

MooaepXxunsatb MUK OpraHu3aLmm

Cos3paBaTb MNax ceKkpeTaps, COOTBeTCTByI'OLIJ,I/IIZ MMUOXY OpraHu3aumn

Pabotatb ¢ wuHdoOpMaumen, aHanuM3MpoBaTb W MpeacTaBnATb €ee B
CUCTEMaTU3MPOBaHHOM Buae

Ob6ecneunBaTtb 6e30MacHOCTb AeATENBHOCTY OpraHu3auum

MpVMEHsTb MHPOPMAaLIMOHHO-KOMMYHUKALMOHHbIE TEXHONOMM

O6ecneumBaTb KOMOPT Y4aCTHUKOB KOH(PEPEHTHOTrO MeponpuaTusl, noMoraTb B
BOMpOCax NPOXUBAHUSA, TPAHCMOPTHOro obecneyeHus

Heobxogumble 3HaHMsA | KOMMNNekc opraHu3aLuOHHO-TEXHUYECKUX MeponpuaTMA Mo NOAroTOBKE U
npoBeOeHU0 CoBELLIaHWNIA U NeperoBopoB, B TOM YnCIe MeXOyHapOAHbIX

I'Ipanma BeaeHnA, noarotoBkn 1 O(bOpMJ'leHMﬂ NPOTOKOa N Apyrmx OOKYMEHTOB,
co3gaBaeMblX B npouecce noarotoBKku KOHd)epeHTHOFO MeponpuaTua

CocTaBneHue cMeThbl pacxodoB

OcHoBbI HanNMcaHus peqe|7| M OOKNaaoB pykoBoauTend

lMpaBuna ycTaHOBMNEHUS KOHTAKTA, NOAAEPXAHUSA U Pas3BUTUS MEXITMYHOCTHbIX
OTHOLLEHUN

MpaBuna oenoBoro o6LLUeHNs, 0eNoBOro aTUKeTa

OTUKET U OCHOBBI MeXayHapoaHOoro npoTokona

MpaBuna nNpoBeaeHVsi OENOBbIX NepPEeroBopoB

MpaBuna 3awmTbl KOHUAEHUMANLHOW Cny>xebHon nHpopmaLmm

TpeboBaHusa oxpaHbl Tpyaa

Opyrue -
XapaKTepUCTUKN

3.3.7. TpynoBas yHKUNA

HanMeHOBaHME OpraHu3aumnst UICNIOSNTHEHUS PELLEHNN, Kon C/07.6 YpoBeHb
OCYLLIECTBIIEHMNE KOHTPOMSI MCMONTHEHUS (nogypoBeHb)
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[ata coxpaHeHus: 30.09.2016

opraHnsaunoHHOMY ...
NnopyyYeHun pykoBoanUTenNs KBanudmkaumm D
MpouncxoxaeHue 3anmcTBoBaHoO U3
P KA OpwurunHan X
TPYAOBOMN OYHKLUN opuruHana
Kopg PernctpaunoHHbIN
opuruHana HoMmep
npogeccnoHanbHoro
cTaHgapTa

TpynoBble genctems | [lokyMeHTanbsHoOe ohopMIieHne peLleHnin pykoBogutens

[loBeeHve 00 cBeeHns paboTHUKOB OpraHM3aLnmy pacrnopsikKeHuin pykosoauTens

KoopanHaumsa 0eaTensHOCTM No UCTIONHEHUIO PeLlEeHNiA pyKoBOAUTENS

Benenwue CPOKOBOro TeKkywiero n npegynpegntesibHoro KOHTpona

lMpoBepka NCNosTHEHMS NOPYYEHMIA PYKOBOAUTENS B YCTAHOBIIEHHbIA CPOK

I'Ipep,ynpem,qume COTpYyAHUKOB 06 wucreyeHuu CpOKa WCMnoriHeHnA nopyquMVl
pykoBoguTens

durKkcauus NCNONHEHNST NOPYYEHMiA

CocTtaBrneHne OTYETOB M aHaANMUTUYECKUX CrnpaBoOK O BbIMOJIHEHUN nopyquan n
peLIJeHI/IIZ pykoBoguTens

Heobxogumble ymeHus | BecTn cpokoByto KapToTeKy

BecTn y4yeTHble peruMcrpaumoHHble hopMbl, MCMOMb3oBaTh WX AN paGoTbl Mo
KOHTPOJO UCMOSTHEHUSI MOPYYEHUIn PYKOBOANUTENS

PaboTtaTtb ¢ MHd)opmaumeﬁ NO KOHTPOJ110, CUCTEMATU3NPOBATb €€ N NpeacTaBATb
B Bnae CBOAHbIX OOKYMEHTOB

Wcnonb3oBaTb cpeacTBa KOMMYHUKALMW AN1St nepeaayy nopyyYeHuii pykoBoauTens

Mcnonb3oBaTb COBpeMeHHble cpeactBa cbopa n 06paboTku  KOHTPOMbHOW
WHpopmaLmm

MpUMeHsTb MHPOPMAaLIMOHHO-KOMMYHUKALMOHHbIE TEXHOMOrUK

OueHuBatb pe3ynbTaTbl B paMKaX NocTaBfieHHbIX 3aga4

OcyLLecTBMATb KOHTPOSb UCMOSTHEHUS MOPYYEHUIA PYKOBOAUTENSI COTPYAHUKAMM

Heobxooumble 3HaHusa | OBwmne TpeboBaHMA K CpOKaM WCMOSMHEHUS [OOKYMEHTOB W  KOHTPOJSIbHbLIM
DYHKUMAM CryxBbl JOKYMEHTaUNOHHOro obecneyeHuns

MprHLMNbI, cNocobbl MHHOPMUPOBAHNST COTPYAHNKOB

3OTnka genosoro obLeHns

YnpaBneHyeckasi CTpyKTypa opraHusauuu, pyKOBOACTBO OpraHu3aumu, oGpasubl

KoHcynbTtaHTtlnioc www.consultant.ru
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opraHnsaunoHHOMY ...
noanucen pyKkoBOASILLMX COTPYAHMKOB, KPYr UX MOMHOMOYUM U OrpaHUYEHUst UX
30H OTBETCTBEHHOCTU
UHCTpyKUMM No 0enonpounsBOACTBY M APYIMM NOKanbHbIM HOPMATUBHbLIM akTam,
yCTaHaBMMBaKLLMM NOPSAOK peanusaumnm ynpaBrieH4Yecknx npoueayp

Opyrue -

XapaKTepPUCTUKN

3.3.8. Tpynosble hyHKLUK

OpraHu3auusa v nogaepxaHve YpoBeHb
HanmeHoBaHne | hyHKUMOHANbHOrO paboyero NMpocTpaHCcTBa Kopg C/08.6 |(nogypoBeHb)

nMpMemMHoW 1 KabuHeTa pyKkoBoguTens KBanudmkaumm
MpoucxoxpeHve 3anMMCTBOBaHO 13

P L Opwurunan X
TPYOOBOW OYHKLMK opurMHana
Kon PernctpaunoHHbIn
opurMHana HoMep
npogeccnoHansHoro
cTaHgapTa

Tpynosble genictBua | ObecnedeHne pabovero Mecta PpyKOBOAWUTENsST HEOoOXOAMMbIMW CpeAcTBaMu
OpraHM3aunOHHOM TEXHWUKWN, KAHLLENSIPCKUMW MPUHAAMNEXHOCTAMU

OpraHuzaumsi NpUemMHon ocdmca B COOTBETCTBMU C TpebOBaHMSIMU 3PrOHOMUKA U
KynbTypbl TPyAa

OpFaHVI3aL|,I/IF| Od)OpMJ'IeHMFl MHTEepbepa I'IpI/IeMHOﬁ pykoBoauTend

O6opynoBaHue paboyero MecTa OPIrTEXHUKOW, MNEPCOHarIbHbIM KOMMbLIOTEPOM,
BCMOMOraTernbHON TEXHUKON

OpFaHVISGLI,I/IFl OGOpyﬂ,OBaHMﬂ I'Ipl/|eMHOl71 cucreMammn XpaHeHwuA, HeobxoaMMbIMM
I'IpI/ICI'IOCO6J'IeHMF|MI/I, obecneyeHuns KaHUenApCKMMn ToBapamm

ObecneyeHre xpaHeHNs N 3aMeHbl pacxofHbIX MaTepuarnoB, MOBCEAHEBHbIN yXO4
32 OpPrTeXHUKOM

3akas KaHUEenApCcKmnx ToBapoB, rTMrMeHnN4YeCknx Toeapos, NPpoAYKTOB NUTAHUA

Heobxoaumble CospnaBatb ycrnoBusi, obecnevmBaroLme achdekTnBHyO paboTy pykoBoguTens
YMEeHUs

an/IMeHFlTb B COOTBETCTBUN C HA3Ha4YeHnem cpeactBea OpFaHMSaLI,MOHHOVI TEXHUKMN,
KaHUenAaApckmne npnHaanexHocTn

OcHawaTb paboyee MeCcTo pyKoBOAMTENS U CBOe paboyee MecTo HeobGXoaAMMbIM
obopynoBaHmem

OcyLLecTBNATb 3aMeHy PacxoAHbIX MaTepuarnoB, yX0a 3a OPrTEXHUKOW

OcylecTBNATL MOBCEAHEBHbIA yXx04 3a KOMMWpOBarbHbIM anmnapaToM, 3aMeHy WU
XpaHeHne KapTpuUaKen, ToHepa
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[ata coxpaHeHus: 30.09.2016

KoHTponnpoBaTb COCTOSIHME W MOMOSHATE 3anacbl KaHUENspCcKMX TOBapoB,
cpencTB rMrMeHbl, NPOAYKTOB NMUTAHUA

Heobxoaumsle 3HaHus | TpeboBaHuA oxpaHbl Tpyda, MPOU3BOACTBEHHOW CaHUTapun, MPOTUBOMOXapPHON
3alWmThI

OCHOBbI  NPaBUMIBHOW  OpraHM3auuMn Tpyaa W MeTodbl MOBLILWEHUS  €ro
appekTnBHOCTHM

OCHOBbI 3proHOMUKN odomca 1 PIIOPUCTUKN

CtaHpapTbl U pekoMeHaaLunm no obopyaoBaHU0 OPUCHBIX MOMELLEHUN

CocTaB opraHu3aumoHHOM TEXHUKN, €€ YCTPOWCTBO M NOPSA0K paboTbl C HeWn

Ipyrve -
XapaKTepUCTUKn

3.3.9. TpynoBas yHKLMA

Pa3paboTka nokanbHbIX HOPMATUBHbIX aKTOB, YpoBeHb
HanmeHoBaHWe | pernameHTUpyoLnx paboTy cekpeTaps Kopg C/09.6 |(nogypoBeHb)
KBanudmnkaumnm
MpoucxoxgeHve 3anMMcTBOBaHO 13
g OpwurunHan X
TPYOOBOW PYHKLMK opurMHana
Kon PernctpaunoHHbIn
opurMHana HoMep
npodgeccnoHanbHoro
cTaHgapTa

TpyooBble AencTBuUSA PaspaboTka 0OMKHOCTHON UHCTPYKLUUKN cekpeTaps

PaspaboTka NofoXeHnsi 0 cekpeTapuare

Paspa60TKa MHCTPYKUMK MO AenonponssoncTey

Heobxogumble ymeHusi | CocTaBnsTb U 0hOPMIISTb OPraHU3aLMOHHbIE U METOANYECKNE AOKYMEHTI

Pe,El,aKTI/IDOBaTb TEKCThI CJ'Iy)Ke6HbIX OOKYMEHTOB

Pabotatb €O BCEM COBOKYMHOCTBIO  MHGOPMALMOHHO-LOKYMEHTALMOHHbBIX
pecypcoB opraHusaumm

Monb3oBaTtbcs 6azamu gaHHbIX, B TOM YUCHe yoaneHHbIMn ©a3amu gaHHbIX

Mcnonb3oBaTtb CnpaBoOYHbIE NPaBOBbIE CUCTEMBI

PaboTaTtb c KOMNbLIOTEPOM, KaTanoramu (nankamm) n dannamm, CKaHepom

Monb3oBaTbCcs OPMCHBIM MaKeTOM (TEKCTOBBIA peaakTop, Tabnumubl)

Monb3oBaTbcsa NnepudepUnHBIMN YCTPONCTBAMU N OPITEXHUKOWN
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[ata coxpaHeHus: 30.09.2016

[Monb3oBaTbCH ANEKTPOHHOM MNOYTON

Monb3oBaTbCsA CUCTEMAMU SNEKTPOHHOIO AOKYMEHToobopoTa

Heobxogumble 3HaHus | [paBoBble OCHOBbI yrpaBreHUs (OCHOBblI aAMWHWUCTPATMBHOMO, TPYAOBOIMO W
rpakgaHckoro npaea)

OelicTBylolMe MpaBoOBble  akTbl, HOPMAaTMBHO-METOAMYECKUE  [LOKYMEHTbI,
rocyfapcTBeHHble CTaHAapTbl, Onpeaensiiowme nopsaok AOKYMEHTALMOHHOMo
obecneyveHns ynpaBneHusi

CTpyKTypa, PyKOBOACTBO CTPYKTYPHbIX nogpasaeneHunii, obpasubl nognucei nuu,
MMeloLLMX NpaBo NoAnNUcaHus 1 YTBEPXKOEHWUS JOKYMEHTOB, Y OrpaHUYeHnst UX 30H
OTBETCTBEHHOCTU

MpaBuna OOKyMeHTaLWOHHOIo obecnedyeHmns AeATeNbHOCTM opraHu3auum

Mopsiaok paboTbl C AOKYMEHTaMu

Tpe6OBaHVI9I, npeagbvdasndemMble K JOKYMEeHTaM B COOTBETCTBUU C HOPMATUBHbIMU
akKTamMn u rocygapCrtBeHHbIMU CTaHOAapTamMmun

MpaBuna coctaBneHUs OpraHU3auMOHHbLIX JOKYMEHTOB (MONOXEHUN, NHCTPYKLNA,
pernaMmeHToB)

Buabl OKyMEHTOB, UX HasHa4YeHue

OcHoBbl ,EI,OKyMeHTHOIZ JIMHTBUCTUKN

TpeboBaHusa oxpaHbl Tpyaa

Apyrve -
XapaKTepUCTUKU

3.3.10. TpynoBas pyHKUMSA

CocTtaBneHne n ohopmreHune YpoBeHb
HaumeHoBaHVe |ynpaBrieHYecKon AOKYMEHTaLun Ko C/10.6 |(noaypoBeHb)
KBanudmnkaumnm
MpoucxoxgeHve 3anMMcTBOBaHO 13
o Opwurunan X
TPYAOBOMN OYHKLUN opurMHana
Kopg PernctpaunoHHbIn
opurnHana Homep
npogeccnoHanbLHOro
cTaHgapTa
TpynoBble gencTens CocTaBneHve MpoOeKToB pacnopaguTenbHblX (MpuKasbl, pacrnopskeHus) |

NMH(OPMALIMOHHO-CNPABOYHbIX [JOKYMEHTOB (CryXebGHble nucbMa, CrnpaBKM,
OOKnagHble 1 crnyXebHble 3anucku)

Mevatb CJ'Iy)Ke6HbIX LOOKYMEHTOB 1 OPpYrux matepuarnoB
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 30.09.2016

Pa3mHoxeHWe cry>KeGHbIX JOKYMEHTOB

KOHTpOJ'Ib npoxoxaeHuna OOKYMEHTOB B opraHunsauunmn (COFJ'IaCOBaHMe,
nognncaHune n yresepxneHume /J,OKyMEHTa)

Heobxogumble ymeHusi | PegaktvpoBaTb TEKCTbI CryXeBHbIX JOKYMEHTOB

Monb3oBaTbCA YHUMDULMPOBAHHLIMI hopMaMy OKYMEHTOB

OcbopmnsiTe  KaccoBble (OUHAHCOBLIE [AOKYMEHTbl W [OKYMEHTbl MO y4eTy
HaKnadHbIX PacxoaoB

MevataTtb cnyxebHble JOKYMEHTbI

Monb3oBaTbcsa NepnepPUNHBIMN YCTPONCTBAMU U OPITEXHUKON

Pa6oTaTb C KOMMbLIOTEPOM, CKaHEPOM

Monb3oBaTbCcA OMUCHBIM NAKETOM (TEKCTOBLIN pefakTop, Tabnuubl)

Monb3oBaTbCs 3NIEKTPOHHOM NOYTON

Monb3oBaTbCA CUCTEMaMI 3NEKTPOHHOIO AOKyMeHToobopoTa

Ob6ecneunBatb 6e30MacHOCTb AEATENBHOCTM OpraHnu3auum

Heob6xoaumble 3HaHus |MpaBoBble OCHOBbI yrpaBreHust (OCHOBbI aAMWHUCTPATUBHOMO, TPYOOBOMO MU
XO03ANCTBEHHOro Npasa)

CTpyKTypa opraHusauun, pyKOBOACTBO CTPYKTYPHbIX MoapasgeneHuin, obpasupl
nognucen nuu, MMEKLUX NPaBO MOAMNUCAHUA U YTBEPXAEHUS [OOKYMEHTOB, U
OrpaHNYEHUst X 30H OTBETCTBEHHOCTU

I'Ipasl/lna LOOKYMEHTaUuMOHHOIo obecnevyeHnsa geaTenbHOCTU opraHusauunmn

Mopsinok paboTbl C AOKYMEHTaMu

Tpe6OBaHI/IF|, npeavaBndeMble K JOKyMeHTaM B COOTBETCTBMNA C HOPMATUBHbIMU
akTaMun n rocygapCrtBeHHbIMU CTaHOapTamMu

Buabl OKYMEHTOB, UX HasHa4YeHue

I'Ipasl/lna cornacoBaHunA OOKYMEHTOB OopraHmn3aunm (BHyTpeHHeFO n BHeLLIHeFO)

MpaBuna noagnucaHus n yTBepXKAeHNs1 JOKYMEHTOB

MpaBuna cocTaBneHus U odOPMNEHMS  MHPOPMALIMOHHO-CNPaBOYHbIX,
yNpaBreHYeCKUX JOKYMEHTOB U CIy)XeOHbIX nucem

OcHoBbI ﬂOKyMeHTHOVI JIMHITBUCTUKN

paMmaTuyeckne npaBuia Pycckoro sabika

TpeboBaHus oxpaHbl Tpyaa

Opyrve -
XapakTepUCTUKN
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 30.09.2016

3.3.11. Tpynosas pyHkuuns

OpraHnsaums paboTbl C JOKYMEHTaMu B YpoBeHb
HaumeHoBaHVWe | NpMeMHOWN pyKOBOAMTENS Ko C/11.6 |(noaypoBeHb)
KBanudmkaumnm

MpouncxoxaeHue 3aumcTBOBaHO M3
g Opwurunan X
TPYZOBOW (PyHKLIMK opvrnHana

Kon PernctpaunoHHbIn
opurnHana HoMeEp
npogeccnoHasnbLHOro
cTaHgapTa

pr,EI,OBbIe nencTeus I'IonyqulAe, npeaBapuTernibHoe pacCMOTpeHune U COPTUPOBKa NOCTynakwwunx B
npnMemMHyr pykosoguTtena JOKYMEHTOB

MoaroToBKa AOKYMEHTOB AJ1sl PACCMOTPEHMSI pyKOBOAMTENEM

Yyet OOKYMEHTOB, NOCTynakwLwnx Ha nMa pykosoguTena

OpFaHVISaLI,VIFI OOCTaBKN AOKYMEHTOB UCMOJTHUTENAM

BeneHne nHpopmMaLMoOHHO-CNpaBoYHON paboTbl

KOHTpO/b MCNOSNTHEHUS] OKYMEHTOB U NMOPYYEHMiA pyKoBOAMTENS

Heobxoaumeble ymeHus | PabotaTtb ¢ BXxogsLLen, UCXOOSALLEN, BHYTPEHHEN AOKYMEHTaLnen

Morb3oBaTbCA cMCTEMaMM 3NIEKTPOHHOTO JOKYMeHTooGopoTa Ans perncTpaumu,
KOHTPOISI JOKYMEHTOB U MH(OPMALMOHHO-CNIPABOYHOM paboThl C JOKYMEHTamu

an/IMeHﬂTb I/IHd)OpMaLI,MOHHO-KOMMyHI/IKaLl,I/IOHHbIe TeXHoONnormn ansa paGOTbI C
OOKYyMeHTaMu

CocTtaBnaTtb 1 Od)OpMJ'IﬂTb HOPMaTUBHbIE aKThbl

Heobxogumble 3HaHMs | HopmaTuBHblE NpaBoOBble  aKkTbl, HOPMATUBHO-METOAMYECKME  [OKYMEHTHI,
rOCYy4apCTBEHHbIE CTaHAApTbl, Onpedensiiowme MnopsiAoK AOKYMEHTALMOHHOrO
obecneyeHns ynpaBneHusi

CTpyKkTypa opraHusaumm, pykoBoACTBO CTPYKTYPHbIX noapasaeneHnii

CoBpeMeHHble MHOPMAaLMOHHbIE TEXHOSOMK paboThl C JOKYMEHTaMM

Mopsiaok paboTbl C JOKYMEHTaMu, CXeMbl AOKYMeHToobopoTa

MpaBuna paboTbl ¢ BXOOAALWMMU, UCXOAALLMMU U BHYTPEHHUMMU JOKYMEHTaMU

I'Ipasl/lna opraHunsaumn KOHTPONA WUCMNONTHEHUA OOKYMEHTOB W TUMNOBbIE CPOKU
MCMNoJiIHeHNA OOKYMEHTOB

MpaBuna cocTaBMeHWsi aHanMTUYEeCKMX CMpaBoOK MO opraHusauuy paboTbl C
AOKYMEHTaMM1 1 KOHTPOIO UCMOSTHEHUS] JOKYMEHTOB
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[ata coxpaHeHus: 30.09.2016

opraHn3aLnoHHOMY ...
MpaBuna co3gaHusa W BegeHust 6a3  [aHHbIX  CrYXeOHbIX [OOKYMEHTOB B
opraHu3aumu
Cu1cTeMbl aNeKTPOHHOro AOKyMeHToobopoTa
TpeboBaHus oxpaHbl Tpyaa
Ipyrve -
XapaKkTepucTmkn

3.3.12. Tpynosas pyHkuuns

OpraHu3aums XpaHeHus JOKYMEHTOB B YpoBeHb
HaumeHoBaHVWe | NpYeMHOWN pyKOBOAMTENS Ko C/12.6 |(nopypoBeHb)
KBanudmkaumnm

MpouncxoxaeHue 3aumcTBOBaHO U3
g Opwurunan X
TPYZOBOW (PyHKLIMK opvrnHana

Kon PernctpaunoHHbIn
opuruHana HoMmep
npogeccnoHanbLHOro
cTaHgapTa

pr,EI,OBbIe nencTeus Pazpa60TKa pasaenos HOMeHKNaTypbl Aen opraHn3auum

dopmypoBaHne 1 0opPMIIEHNe Aen NOCTOSAHHOTO, 4OSITOBPEMEHHOIO CPOKOB

MogroToBka n nepegada gen B apxmB opraHn3auunn

Heobxogumble ymeHus | PaspabaTtbiBaTe HOMEHKMATYpy [en OpraHu3aumMum C  y4eToMm [AeNCTBYHOLMX
HOPMaTVBHO-METOANYECKUX [OKYMEHTOB

Mcnonb3oBaTb HOMEHKNATypy [Aen npu U3y4eHUn CTPYKTYpbl OpraHusauum,
COCTaBIEeHUM onucen gen

dopmupoBaTb M 0QOPMNATL [dena B COOTBETCTBUM C  YTBEPXOEHHON
HOMEHKMaTYpoW Aen opraHusauum

Ob6ecneunBaTb COXpPaHHOCTb JOKYMEHTOB OpraHu3aumm

I'Ipomssop,mb noAroToBKy Aen Anda nepenadu B apxme

MpVMeHsTb  MHPOPMALIMOHHO-KOMMYHMKaLUMOHHbIE TEXHOMorMn anst pabotbl ¢
JOKYMeHTamMm

Heobxoanmble 3HaHMSA HOpMaTI/IBHbIe npaBoOBblE aKThbl, HOpMaTMBHO-MeTOoOAMNYECKNE  OOKYMEHTDI,
rocyoapCrtBeHHble CTaHOapTbl, onpegendwlowme nopAangok OOKYMEeHTauMOHHOro
obecneyeHus ynpasneHna

Bugbl HomeHknaTyp, obwwme TpeboBaHMA K HOMeEHKnaType, MeToguKka ee
cocTaBrieHusi u ocbopmeHns

Mopsagok dopmupoBaHust U odopMreHuMs Jen C  ykasaHueMm cneumdukm

KOHcyn bTaHTlInloC www.consultant.ru Ctpanuua 31 n3 43

HageXHasa npaBoBas noaaepXxka



Mpwuka3 MuHTpyaa Poccum ot 06.05.2015 N 276H

"O6 yTBepxaeHuM npodeccmoHansHoro ctaHaapTa "CneumanucT no RokymenT npenocraeneH KoxcynetauTlnioc

[ata coxpaHeHus: 30.09.2016

opraHu3aumvoHHOMY ...
dopmMmnpoBaHNAa OTAENbHbIX KaTeropuin aen
MpaBuna xpaHeHWs gen, B TOM YUCIE C AOKYMEHTaMM OrpaHMYEeHHOro JocTyna
MMpaBuna Bblga4m n NCNONb30BaHMSA JOKYMEHTOB U3 CCOOPMUPOBAHHbLIX Aen
TpeboBaHusa oxpaHbl Tpyaa
lMpaBunna NOAroToBKM M Nepegayv Aen B apxmeB opraHm3auum

Opyrue -

XapakTepucTuKm

3.3.13. Tpynosble pyHKUNM

YpoBeHb
HaumeHoBaHne | ObecnevyeHne pykoBoautens nHdopmaumen Kop C/13.6 |(noaypoBeHb)

KBanudmnkaumnm
MpoucxoxgeHve 3anMMcTBOBaHO 13

g Opwurunan X
TPYOOBOW PYHKLMK opurMHana
Kog PernctpaumnoHHbIN
opuruHana HoMmep
npogeccnoHanbLHOro
CcTaHgapTa

TpyooBble AencTBuUSA C6op u nepepaboTtka nHdopmarmm, HeobxoanMon Ang NPUHATUA 06OCHOBAHHbIX

ynpasneH4YeCKnx peLLIeHMﬁ

MNpoBepka [OOCTOBEPHOCTM, TMOMHOTHI WM HEMPOTMBOPEYMBOCTM  AaHHbIX,
UCKITtOYeHVe OyGnnpoBaHns nHdopmalmm

npe,El,OCTaBJ'IeHI/Ie OaHHbIX B €AUHOM U y,EI,O6HOM ana BOCNpuUATUA d)opmaTe

BbisiBneHne Hanbonee 3Ha4YMMbIX KPUTEPUEB CUCTEMATU3ALMU MHOPMaLMKN Ans
co3gaHust 6a3 gaHHbIX

dopmupoBaHue 1 Ucnosib3oBaHue 6a3 AaHHbIX B OpraHn3aumm

Heobxogumsle ymeHus | OcyulectBnate cbop, obpaboTky M aHanuM3 uHgopmauum B COOTBETCTBUM C
TpeboBaHNSAMN  KpaTKOCTW, YETKOCTM  (POPMYNMPOBOK, CBOEBPEMEHHOCTU
NOCTYNSIEHUSA, TOYHOCTU U [AOCTOBEPHOCTWU, OMTUMAnNbHOCTM CcucTemaTusauumu,
HenpepbIBHOCTU cbopa n 06paboTku nHdopmarmm

OcyLecTBNSATbL pPermcTpaumio, HakonneHne 1 nepegady, cucTemMatu3npoBaHHOE
XpaHeHue 1 Bblaavy MHdopmauumn B Tpedyemon popme

CoctaBnstb u O(bOpMJ'IFlTb CBOOHbl€, OTYETHbIE, CTaTUCTUYECKME OOKYMEHTDI

OcywectBnate 00paboTKy ©  CTPYKTYpMpOBaHWE MHopmauun, obpasys
WHOPMAaLIMOHHbIE pecypChl

BBoauTb HOBbIE AaHHbIE B CI'IpaBO‘-IHO-I/IH(*)OpMaLI,MOHHbIe CUCTEMBbI
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 30.09.2016

BBoauTb B NamMsiTb KOMMblOTEPA 3MEKTPOHHbIE 06pa3bl 4OKYMEHTOB

MpousBoanTb MOWUCK WHCGOPMAaLMM B CYLIECTBYIOLWIMX 6asax [aHHbIX, BecTu
MH(POPMALIMOHHO-CMPaBoOYHY0 paboTy Ha OCHOBE pPasfMuHbiX KOMBWHaLMiA
MOWUCKOBLIX MPU3HAKOB

an/IMeHFlTb I/IH(*)OpMaLI,I/IOHHO-KOMMyHI/IKaLI,I/IOHHbIe TEXHOII0MMN

HeoGxogumble 3HaHuss | OcoBeHHOCTU  (DOPMUPOBAHUA BHELWHWX W BHYTPEHHUX WMHOPMAaLMOHHBIX
MOTOKOB

CocTaB BHELUHNX MHd)OpMaLlMOHHbIX NOTOKOB

CocTaB BHYTPEHHMX MHGPOPMALIMOHHBIX MOTOKOB

CprKTypa opraHunsauum n nopAaaok B3aUMOAENCTBUS no,u,pas,u,eneHMﬁ n CJ'Iy)K6

OcobeHHOoCTH hopMUpOoBaHMst 6a3 JaHHbIX B OpraHu3auum

CoBpeMeHHbIe Hay4Hble MeTOoAbl U TexHWYeckue cpeacTtBa, crnocobCTByOLME
cbopy, obpaboTke, coxpaHeHUo 1 nepegaye NHPOPMALIMOHHBIX NOTOKOB

MeToabl 06paboTkM MHGOPMAaLMK C NMPYUMEHEHMEM COBPEMEHHbBIX TEXHUYECKMX
CPEeACTB KOMMYHUKALMA U CBS3W, BbIYUCITUTESTBHON TEXHUKN

TpeboBaHus oxpaHbl Tpyaa

Opyrve -
XapakTepUCTUKN

3.3.14. TpynoBas yHKLMNA

OpraHnsauunst tHhOPMaLMOHHOFO
BngMOAeLVlmTBMﬂq:) ?(OB(;",CWITGJ'IFI c YpoBeHb
HanmeHoBaHue y Kopg C/14.6 |(nogypoBeHb)
noapasaeneHnssMmn 1 AOMKHOCTHBIMW NLLAMM
KBanudmkaumm
opraHusaumm
MpouncxoxaeHue 3anmcTBoBaHO U3
P KA OpwurunHan X
TPYOOBOM OyHKL MK opurnHana
Kopn PernctpaunoHHbIn
opurmHana Homep
npodgeccnoHanbHoro
cTaHgapTa

TpynoBble AencTeus NHdopmupoBaHe pabOTHNKOB OpraHM3aummn O peLLeHUsIX pyKOBOAUTENS

OpraHI/I3aLI,MF| obmeHa MHC*)OpMaLI,I/Ieﬁ Mexay nogpasgeneHnamm n JOJMNKHOCTHbIMU
nnuamun opraHnsaumm

OnoBeLleHne paboOTHNKOB O MPEACTOSLNX MEPONPUATUSIX

OpraHI/I3aLI,MF| BCTpeY TpyaoBOro Kosfsiektmea ¢ pykoBogCcTtBoOM
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HokymeHT npegoctasneH KoHcynbTaHTlnoc
[ata coxpaHeHus: 30.09.2016

MHdopmupoBaHme pykoBoauTens o6 obpalleHusx COTPYOHUKOB MO pabounm u
NMYHBIM BONpOCcam

Heobxoanmelie YMEeHUaA Mcnonb3oBaTtb COBpEMEHHbIE TEXHOIOINMN 060pa n nepegayvun MH(bOpMaLIMM

OcywectBnate cbop u nepepaboTky WHdopmaumn, Heobxogumon aOns
OesTenbHoCTH

Ocyu.leCTBJ'IFITb cucrtematmsauuto nostydaembiX U nepegaBaeMblX AaHHbIX

OcyLIJ,eCTB.I'IFlTb npoBepKy OOCTOBEPHOCTU, MONHOTbI WU HEeNnpoTUBOPEYNBOCTU
AaHHbIX, NCKINKO4YEeHne ,El,y6J'II/IpOBaHMH I/IH(bOpMaLI,I/II/I

MpenocTaensaTh AaHHbIE B €4UHOM U YA0OHOM ONs BOCNpUATUS dpopmaTte

MHOFOKpaTHO ncnonb3oBaTb MOJTy4YEeHHYHO MHCbOpMaLI,MPO, NOCTOSIHHO OOHOBNATH
AaHHble

O6GecneyvBaTb ONepaTBHOCTb MHOPMALMOHHbBIX NMOTOKOB

PabotaTb C KOMNbLIOTEPOM, MCMONb30BaTb OUCHLIN NaKeT (TEKCTOBbIA peaakTop,
Tabnuubl)

Heobxogumble 3HaHus | HopmaTBHble  MpaBoBble  aKTbl, HOPMAaTWBHO-METOAMYECKME  [AOKYMEHTHI,
rocyoapcTBEHHbIE CTaHA4apThbl B chepe AeATeNIbHOCTU OpraHusaumm

CTpykTypa  opraHusauuu,  pPyKOBOACTBO  CTPYKTYPHbIX  MNoapasdeneHui,
HanpaBneHus [OeATeNbHOCTW OpraHM3auMM U KOMMETEeHUUU  CTPYKTYPHbIX
noapasaeneHnin u OMMKHOCTHbIX ML

Knaccudpukauua  ynpaBneHdyeckonm  umHdopmMauuu, BuAbl  yNpaBrneHYecKom
UHpopmauum

dopMbl NpegocTaBneHns yrnpaBneH4Yeckon nHpopmaumm

McTouHukM ynpaBneH4yeckon uHgopmaumm

MeToaunka oTbopa NCTOYHUKOB MHGpopMaLnn

TpeboBaHus, NpeabaBnsemMble K ynpaBneH4yeckon nHgpopmaumm

TpeboBaHusa oxpaHbl Tpyaa

Opyrue -
XapaKTepPUCTUKN
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3.4. ObobLeHHas TpyaoBas pyHKUNs

WHdopMaLMOHHO-aHanMTuyeckas u

OpraHM3aunoHHO-aAMUHUCTPaTUBHAS YpoBeHb
HanmeHoBaHune P H A P Kon D P

NnoaAepKka AesTeNbHOCTM PYKOBOAUTENS KBanudmkalmm

opraHmsaumm
MpouncxoxaeHve

2 o 3aMMcTBOBaHO 13
0000LLEeHHON TpyaoBOM Opwurunan X
opurMHana
OYHKLNK
Kog PernctpaunoHHbIN
opurnHana Homep
npogeccnoHanbLHoOro
cTaHgapTa
Bo3MoXHble HanmMeHoBaHUS lMoMoLLHMK pykoBOAUTENS
JOoImKHOCTEN, npodeccuin
TpeboBaHusa kK 0bpa3oBaHuio U | Bbicluee obpasoBaHue - bakanaspuat
o0y4yeHuo [ononHuTensHOe NpodeccrnoHanbHoe obpa3oBaHme
TpeboBaHUs K OMbITY He MeHee Tpex NeT no npodunto esATenbHOCTU OpraHn3auum
npakTU4eckom paboTbl
Ocobble ycnosus gonycka K -
paboTe
[pyrvne xapakTepucTnkm -
JononHuntensHble XapakTepUCTUKM
HanmeHoBaHWe gokymeHTa Kop HanmeHoBaHne 6a30Bon rpynnbl, 4OMKHOCTY (Npodeccun)

nnmn cneuynanbHOCTU

OK3 2432 Bubnuotekapu, bubnmorpadibl, AOKYMEHTOBEbI U
cneumanucTbl POACTBEHHbIX Npodheccuii
OKCO 032001 [lokymeHTOBeEHME U JOKYMEHTALMOHHOE obecneyeHne
ynpaeBneHus
032002 [okymeHTaumnoHHOe obecnedeHne yrnpaBneHus u
apxmBoBefeHMne

3.4.1. TpynoBble yHKLUK

dopmmpoBaHne MHHOPMaLMOHHOIO YpoBeHb

HavmeHoBaHMe |B3aMMOOENCTBUS PYKOBOAUTENS C Kopg D/01.6 | (nogypoBeHb)
opraHmsaumamm KBanudmkawumm
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opraHnsaunoHHOMY ...
MpouncxoxaeHne 3anMcTBOBaHO 13
g OpwurunHan X
TPYAOBOM (OYHKLUN opuruHana
Kon PernctpaunoHHbIn
opuruHana Homep
npogeccnoHanbLHoOro
cTaHgapTa

pr,EI,OBbIe nencTeus OT60p NCTOYHUKOB I/IH(*)OpMaLI,MM B COOTBETCTBUN C 3aaHHbIMUN KpUTEPUAMU

O6paboTka n nHTepnpeTauunsa nHgopmMaLmmn 4nsi NoAroTOBKU NMPOEKTOB PeLUEHNI

MoaroToBka 3anpocoB No Nopy4eHunto pykosoauTena Ha nony4eHne JOKYMEeHTOB U
I/IH(*)OpMaLI,I/II/I B OpraHax FocyﬂapCTBeHHOﬁ BnacTu n ynpaslieHUA, 00LLIECTBEHHBIX
opraHm3aumax n nony4yeHune COOTBeTCTByI'OLLI,eI7I MH(bOpMaLI,I/IM N OOKYMEHTOB

MHdopmmpoBaHne pykoBoaWUTENs O pesynbTaTaX pPacCMOTPEHWUs 3anpocoB W
obpaleHnin

OpraHuzauusi pelleHnst BOMpOCOB, He TPeOYLWMX HENMOCPEACTBEHHOIO yyacTus
pykoBoauTens

MoarotoBka MaTtepuanoB AOfs y4acTUs pyKkoBoaWUTeNs B paboTe pasfnunyHbIX
CTPYKTYp B COCTaBe [OCYAAapCTBEHHbIX W MyHUUMMANbHbIX  OPraHos,
06LLeCTBEHHbIX OpraHM3aLuii

MoaroToBka [OOKYMEHTOB AN 3aKMHOYEHUS COrnalleHUWin O COTPYAHUYECTBE C
OenoBbIMY NapTHepamm

MH(*)OpMI/IpOBaHMe OEeNOoBbIX MapTHEPOB U 3anHTEpPEeCOBaHHbLIX OpFaHM3aLI,I/Il71 (0]
pelweHnax pykosoanutena B Xxoae BbINOJTHEHUA cornaleHun

Heobxogumeble ymeHus | AHanuaumpoBaTtb M OTOMpaTb WCTOYMHWKM WH(pOpMauMM B COOTBETCTBUMM C
KpUTEPUSMM  MOMHOTbLI, [JOCTOBEPHOCTM, CBOEBPEMEHHOCTU NpPeAOoCTaBMEHMUS
UHpopmauum

Cobupatb, obpabaTbiBaTb M aHanuanpoBaTb MHGOPMALUUIO B COOTBETCTBUM C
3afaHHbIMK TpeboBaHUAMY

I'Iepep,aBaTb I/IH(*)OpMaLI,MI'O B cucrematm3npoBaHHoOM Buae

O6pabatbiBaTb U CTPYKTYypMpoBaTh WMHGOpMaumio, obpasys MHGPOPMAaLMOHHbIE
pecypcbl

MpousBoauTb MOUCK MHGOPMaUUM B CyllecTBylOWNUX 6asax [OaHHbIX, BecTu
MH(POPMALIMOHHO-CMPaBOYHY0 paboTy Ha OCHOBe pasfNYHbIX  KOMBWHaL Wi
MOWUCKOBLIX MPU3HAKOB

Ob6ecneunBaTtb UHpOpMaLIMOHHYO 6e30nacHOCTb OpraHM3auuu

PabotaTb ¢ KOMMNLIOTEPOM, UCMONBb30BaTh OPUCHBIV NaKeT (TEKCTOBLIA pefakTop,
Tabnmubl)

Heobxoagnmble 3HaHMSA BHYTpeHHFlﬂ N BHELIHAA NOJIUTUKA opraHn3auunm

MpVHLUMMbI NpeacTaBUTENbCTBA B FOCYAAPCTBEHHBIX OpraHax, opraHax MecTHOro
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CamoyrpaBIieHUsi, CTOPOHHWX OpraHn3aumsix U NopsifoK B3aMMOAeNCTBIS C HUMK

an/IHLI,l/II'lbI n Mmetogbl agMUHNCTPUPOBAHUA

Oco6eHHOCTN hOPMUPOBaHUS BHELLHUX Y BHYTPEHHMUX MHGPOPMAaLIMOHHBIX MOTOKOB

CprKTypa opraHunsauunm n nopAaaok B3aUMOAENCTBUSA no,u,pasu,eneHMﬁ n CJ'Iy)K6

MpaBuna popmMmnpoBaHUs 1 UCNoNb3oBaHMsA 6a3 AaHHbIX

CoBpeMeHHble Hay4yHble MeTodbl U TEXHUYECKME CPeAcTBa, CnocobCTByOLLME
cbopy, obpaboTke, coxpaHeHuo 1 nepegaye nHgopmaumnm

MpaBuna 3awmTbl KOHUOEHUMANBHOM Cny>xebHoN nHopmaumm

COBpeMeHHbIe MH(*)OpMaLI,I/IOHHbIe TEXHOIormmn

Apyrve -
XapaKTepUCTUKn

3.4.2. TpypoBas yHKUNA

AHanus nHcopmaumm 1 NoAroToBka YpoBeHb
HanmeHoBaHue | MHpOpMaUMOHHO-aHanUTn4Yeckux matepuanos | Kopg D/02.6 |(nomypoBeHb)
KBanudmkaumm
MpoucxoxpeHve 3anMMCcTBOBaHO 13
P KA OpwurunHan X
TPYOOBOM OyHKL MK opurnHana
Kopg PernctpaunoHHbIn
opurMHana HoMep
npodgeccnoHansHoro
cTaHgapTa

Tpynosble gevictBust | Coop, nepepaboTtka U aHanu3 nHopMaummn ons peleHns 3agay, nocTaBeHHbIX
pykoBoauTenem

MogroTtoBka MHq)OpMaHMOH HO-aHalMMTn4eCKnx martepmanonB

PaspaboTka TemaTuyeckoro nnaHa o630pHOro OKyMeHTa, JoKnaaa

OnpegneneHue kpyra 6ubnuorpagunyecknx NCTOYHMUKOB

MoaGop MCTOYHMKOB UM NUTepaTypbl Mo Teme o6G30pa, Aoknada, aHanMTUYecKow
crnpaBKku

HanucaHnue n ocpopmneHne ob63opa, goknaga, aHanMTU4eckon cnpaBku

Heobxoaumeble ymeHus | PaspabaTbiBaTb TeMaTuyeckuin nnaH o63opa, goknaga, aHanuTuyeckon cnpasku

O6oCcHOBLIBaTbL aKkTyanbHOCTb MpoOOGreMbl, KOTOpPYH NPeacTouT OCBETUTb B
0630pe, goknage, cnpaeke

Monb3oBaTtbcs VIHd)OpMaLI,MOHHbIMM pecypcamun n cucTreMaTmn3npoBaTb

KoHcynbTtaHTtlnioc www.consultant.ru
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MHpOPMaLMIO MO 3a4aHHBIM KpUTEPUAM

I'IpanmbHo MHTEPNPEeTUpoBaTb MOJydeHHble OaHHble W NpefocTaBlidATb UX B
cnucreMmaTusnpoBaHHoOM Bmnae

Onpenensite Kpyr UCTOMHMKOB W NWTEpaTypbl, HEOOGXOAMMBIX OS1si MOATOTOBKU
MHPOPMALIMOHHO-aHANMUTUYECKUX MaTepuarnos

M3naratb MaTepuan B Norm4eckon nocrnegoBaTesi.HOCTH

I'Ipomsso,u,mb aHalnna3 " OUeHKY U3INOoXXeHHOro Mmatepuana

OdopMnisiTb TEKCT B COOTBETCTBYIOLLEM CTUNE

Pepaktu poBaTb TEKCT JOKYMEHTOB

dopmynmpoBaTh BbIBOALI U pEKOMeHaumMm

OcywectBnATe aBTOMaTM3auMio npoueccoB cbopa, XpaHeHuss U Bblaauu
WUHpopmauum

lMonb3oBaTbCa YCTPOMCTBAMM aBTOMAaTM3MPOBaHHOM 0OpabOTKM TEKCTOBOW
nHopmaumm n GoToHabopPHLIMK YCTPONCTBaMM

an/IMeHFlTb BbIYNCITUTENTBHYIO TEXHUKY W” MH(*)OpMaLI,MOHHbIe TexXHonormn ans
3KOHOMMWYHON 1 paLl,I/IOHaJ'IbHOIZ opraHunsauumn MHCbOpMaLI,I/IOHHI:IX npoLeccos,
NOBbILLEHNS UX TMOKOCTU 1 ANHAMUYHOCTH

MpousBoanTb  NUTEPATYPHO-CTUIUCTUYECKYID 00paboTKy TeKkcTa, MpOBEPKY
NorMYeckoii MocrefoBaTenbHOCT M3MOXKEHWsl, aHanM3a M OLEeHKW, HamucaHus
BbIBOAOB ¥ pekoMeHAaaLnii

MpPYMEHSITb OCHOBBI MCMXONOTUN AeNoBOoro obLeHus

Heobxoagnmble 3HaHMSA HOpMaTI/IBHbIe npaBoOBbl€  aKThl, HOpMaTMBHO-MEeTOONYECKNE  OOKYMEHTHI,
rocygapCTtBeHHble CTaHO4apThbl B ccbepe AeATenbHOCTU opraHn3aunn

CTpykTypa  opraHusaumu,  pyKOBOACTBO  CTPYKTYPHbIX  MoapasfenieHui,
HanpaBfieHNsi OeSTEeNbHOCTM  OpraHM3aumMm U KOMMETEeHUMW CTPYKTYPHbIX
noapasfaeneHnn 1 OMMKHOCTHbIX NN

Knaccucpukauua  ynpaeneH4YeckoM  MHgopmaumn, BuAbl  yNpaBreHYecKown
WUHpopmauum

dopMbl NpegocTaBneHns yrnpaeneH4Yeckon nHpopmaumm

NcTouHukn ynpasneHdyeckon wuHdpopMaumm, MeToauka oTbopa WUCTOYHUKOB
MHdopMaLnm

TpeboBaHus, NpeabaBngemMble K ynpaBneH4yeckon nHgpopmaumm

OcobeHHOCTN pedepupoBaHusa  mMHGopMaumm, cneuuduka odoOpMIIEHUa U
COCTaBIeHMs aHHOTauuI, pedepaToB, 0630poB, 4OKTAA0B

Kateropuu notpebutenen, Ha KoTopble ByaeT paccumTaH JaHHbIM 0630p, Aoknag

MeToabl 06paboTku MHpoOpMaLUMKU C NMPUMEHEHUEM COBPEMEHHBLIX TEXHUYECKMX
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opraHn3aLnoHHOMY ...
CPEeACTB KOMMYHUKALMIA U CBSA3W, BbIYUCIIUTENBHON TEXHUKM
CTpykTypa MWHMOPMAUMOHHBLIX U3J4aHUA B  3aBUCMMOCTM OT  Xapakrtepa
MHdopMaLMM 1 LENEBOro HasHaveHns MHAOPMAaLMOHHBLIX U3OaHUI
CoBpeMeHHble cpeacTBa cbopa, 06paboTku, cuctemaTnsalmm MHopmauum
NcTouHMKM nHopMaumm: katanorn 6ubnuoTek, KypHarnos, NMoUCKOBLIE CUCTEMbI
WHPOPMAaLIMOHHO-TENEKOMMYHMKALMOHHOM ceTn "MIHTEpHET", aNeKTpOHHble 6asbl
[OaHHbIX
dyHKLMOHanNbLHOE Ha3HadeHue ob3opa (6ubnuorpaduyeckoro, pecepaTUBHOrO,
aHanMTM4YecKoro) Kak cpeactsBa OpUeHTauum ymTaTens B JOKYMEHTANbHOM MIu
NMHOPMALIMOHHOM NMOTOKE
OcobeHHOCTM O0LLEHaYyYHOW 1 NparMaTU4eckon yHKLMM 0630poB
MpaBuna paboTbl C BHELUHUMW HOCUTENSIMU UHbopMaLn
HopmaTuBHbIE  OOKYMEHTbI, T[OCYAapCTBEHHble  CTaHdapTbl B obnactm
[eATenbHOCTU opraHM3aLmm
MoHaTre n cneuundurka Gubnuorpaduryeckoro, pepepaTMBHOro U aHaNUTUYECKOro
NMHOPMALIMOHHOIO U3aaHus
CnpaBo4Hble NpaBOBLIE CUCTEMBI

Opyrue -

XapakTepUCTUKN

3.4.3. Tpynosas pyHKLMSA

OpraHu3aumns 4enoBbIX KOHTAKTOB U YpoBeHb
HaumeHoBaHVWe | NPOTOKOMbHBLIX MEPOMPUATUI Koa D/03.6 |(nooypoBeHb)
KBanudmnkaumnm

MpouncxoxaeHue 3aumcTBOBaHO M3
o Opwurunan X
TPYOOBOM OyHKL MK opurnHana

Kopg PernctpaunoHHbIN
opuruHana Homep
npogeccnoHanbLHoOro
cTaHgapTa

pr,EI,OBbIe,D,eIZCTBMFl OpraHI/I3aLI,MF| N nnaHnpoBaHuWe [OefioBblX KOHTAKTOB, BCTped W Nnoe3okK
pykoBoautensa

OpraHusauus  3acefdaHuii, COBELLaHUMW U MepOonpusATUA,  NPOBOAMMBIX
pykoBoauTenem

lMogroToBKka MaTepuanoB 4SS COBELaHW, BeaeHne n ohopMrieHne npoToKonos

MoaroToska I'IpGSGHTaLI,I/IIZ Nno yKa3aHuto pykoBoauUTeENA
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MoaroToBka 1 NpoBeAeHue Npecc-KoHMEPEHLMS pyKOBOAUTENS

BcTpeya y4yacTHMKOB MeperoBopoB, obGecnedyeHne ux UHADOPMALMOHHbLIMM
maTtepuanamu, BeieHve 3anunucei neperoBopoB

Heobxogumble ymeHuss | CocTaBnsaTb NnaH Noesaku pykoBoauTens

OdbopMnsaATb AOKYMEHTbI, HeobxoauMble ONs OENoBOi Noe3aKn, KOMaHAMPOBKM
pykoBoauTens

CocTtaBnsTb M 0oopMNATE NPOTOKOMNbI COBELLaHWW, 3acefaHuin U Opyrux
KOH(EPEHTHbIX MEPOMNPUATUI, TFOTOBUTb CMAMUCOK YYaCTHUKOB, MOBECTKY [HS,
SIBOYHbIE NUCTbI N NPOEKTbl UTOMOBbLIX AOKYMEHTOB

CocTaBnsitb Npecc-penusbl

BecTu neperoeopsbl ¢ napTHepamu

PaGoTaTb B pexvume MHOro3aaaqyHocTu

PaboTtaTtb ¢ 60nbLUM 06 bEMOM MHOpMaLIUK

CospaBaTb W nogdepXuBaTb  MOMOXUTENbHbIA UMUK OpraHusauumM  u
pykoBoOuTens

Mcnonb3oBaTtb BbI4YUCITUTENBbHYIO TEXHUKY n
I/IH(*)OpMaLI,I/IOHHO-KOMMyHI/IKaLI,I/IOHHbIe TexHomnormm ansa 6onee SKOHOMWYHOW W
paLI,MOHaJ'IbHOﬁ opraHunsauumn I/IHCbOpMaLI,MOHHbIX npoueccoB, MnoBbllLEeHnA ux
rMMBKOCTU N ANHAMNYHOCTU

Ob6ecneunBaTtb UHpOpMaLIMOHHYO 6e30nacHOCTbL OpraHM3aumu

Heobxogumble 3HaHWsl | HopmaTuBHbIe MpaBoOBble  aKTbl, HOPMATMBHO-METOAUYECKME  [OKYMEHTbI,
rocygapcTBEHHbIE CTaHA4apTbl B chepe AesTeNIbHOCTU opraHusaLmm

CprKTypa opraHusauuu, pyKOBOLI,FlLIJ,I/Iﬁ COCTaB opraHusauunm un nonpasneneHMﬁ,
HanpaBneHuna OedATeslbHOCTU oOpraHn3aumm ©n  KOMNeTeHuUn CTPYKTYPHbIX
I'IOD,pa3D,eJ'IeHI/IIZ N OOJMKHOCTHbIX L,

Mcuxonorust 4enoBoro o6LLEHNS, OCHOBbI KOH(MKTONOrMN

I'Ipanma npoBeaeHnAa AenoBbiX NeperoBopoB U MPOTOKOJIbHbIX Meponpvlmvlﬁ

OTUKET 1 OCHOBbLI MEXAYHapPOAHOrO NPoToKosa

I'Ipanma COCTaBlleHunAa n O(*)OpMJ'IeHI/IFl LOOKYMEHTOB

MpaBuna 3awmTbl KOHUOEHUMANBHOM cny>xebHon nHopmaumm

MH(*)OpMaLI,MOH HO-KOMMYHUKaALUOHHbIEe TEXHOJ10IMKN

Lpyrue -
XapaKTepUCTUKU

3.4.4. TpypoBas yHKUNA
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opraHn3aLnoHHOMY ...

OpraHu3aums UCNOMHEHNUsT peLLeHni YpoBeHb
HanmeHoBaHue Kopg D/04.6 |(nomypoBeEHb)

pykoBOAUTENS

KBanudunkaumnm
MpoucxoxgeHve 3aMMcTBOBaHO 13
g Opwurunan X
TPYOOBOM OYHKLMK opurMHana
Kon PernctpaunoHHbIn
opurMHana HoMep
npodgeccnoHanbHoro
cTaHgapTa

TpynoBble AencTBus

[okymeHTanbHoe ohopMieHne peLleHnin pyKoBOANTENS, oBeAeHMe 40 CBeAeHNS
paboTHNKOB OpraHM3aLun YCTHbIX pacnopsXXeHu pykoBoautTens

KoopavHaumsa oesaTensHOCTM Mo UCMONHEHNIO peLLeHniA pykoBoaUTeNs

KOHTpOJ‘Ib ncnonHeHunsa peLIJEHMﬁ pykoBoauTena

lMoaroToBKa OTYETOB O BbIMNOMIHEHUN NOPYYEHUI U PELLEHUIA PYKOBOAUTENS

Heobxooumble ymeHus

Coctaensatb 1 OCbOpMJ'IFlTb OOKYMEHTbI, cogepiKaline nopyyvyeHna n pacnopsaxeHund
pykoBoauTensa

BecT y4yeT nopyyYeHWid PYKOBOAMUTENSs, TPEGYLMX KOHTPOMS MO CyLLeCTBY
pelueHusi Bonpoca

YeTKko 1 BbICTPO NpUHMMATL peLleHust B npoLiecce paboThl

Mpon3BoanNTb aHanm3 UCMOMHUTENBCKOW AUCLUNINHBI

CocTtaBnsiTb aHanUMTUYeCKne OTYeTbl U cnpaBkyn Nno pes3ynbtataMm WUCNOJTHEHUA
nopyvYeHnn n pacnopsxeHnmn pykosogutens

Monb3oBaTbCsA CUCTEMaMU SNEKTPOHHOTO AOKYMEHToobopoTa

anIMeHFlTb BbIYNCITUTENTbHYKD TEeXHUKY WU MHd)OpMaLI,MOHHO-KOMMyHI/IKaLI,I/IOHHbIe
TEXHOMOrMM anst SKOHOMUYHOM ” paLl,I/IOHaJ'IbHOIZ opraHunsauunmu MH(bOpMaLI,I/IOHHbIX
npoueccos, noBbilLEHNA UX rMOBKOCTU N ANHAMNYHOCTU

Ob6ecneunBaTtb 6e30MacHOCTb AEATENBHOCTY OpraHu3auum

Heobxoaumble 3HaHuSA

HopmaTuBHble nMpaBoBble  akTbl, HOPMAaTUBHO-METOAMYECKUME  [JOKYMEHTHI,
rocygapCTBEHHbIE CTaHA4apThbl B chepe AeATeNbHOCTY opraHusaumm

CprKTypa opraHunsauunu, pykoBOACTBO CTPYKTYPHbIX no,u,pasp,eneHMﬁ,
HanpaBneHuna n0edatenbHOCTU  opraHumsaunn 1 KOMNETEeHUMU  CTPYKTYPHbIX
I'IOD,pa3D,eJ'|eHI/IIZ N OOJTMKHOCTHbIX L

MpaBuna NpoBeAeHWst KOHTPOIS UCMOSTHEHWS NMOPYYEHUIA PYKOBOAUTENS

TexHonorus BegeHust KOHTPOIA UCMOJTHEHNA nopyquMVl pykoBoautena

CuncTembl aneKTPOHHOIo OKYMeHToob0opoTa, 6a3bl JaHHbIX
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TpeboBaHusa oxpaHbl Tpyaa

Opyrue -
XapaKTepPUCTUKN

IV. CBegeHus 06 opraHmsauumsx - paspaboTtymnkax
npodgeccnoHaneHOro cTaHgapTta

4.1. OTBETCTBEHHAsA OpraHn3aLmsa-pas3paboTymk

HIM "HaumoHanbHasa accoumnaums 0UCHbIX CNELNAnNMCTOB U agMUHUCTPATUBHBIX paboTHMKOB", ropos
Mocksa

OupekTop XntocHeBa JTiogmuna lMNMeTpoBHa

4.2. HanmeHoBaHuWs opraHmM3aumnii-paspaboTynkos

1 AHO "AreHTCTBO CTpaTermyecknx MHMLMaTMB No NPOABMKEHUIO HOBLIX NPOEKTOB", ropod MockBa

2 AHO "YensbuHckoe pernoHanbHOe areHTCTBO pa3BuUTUA kBanudukaummn", ropoq YenabuHck

3 AHO BIMO "MexpernoHarnbHbIi OTKPLIThIA coLmarnbHbIn MHCTUTYT", ropog Mowkap-Ona, Pecnybnvka
Mapwuin On

4 Bonrorpaackasi Toproso-npomebiLLnieHHas nanarta, ropoq Bonrorpaa

5 Y "BcepocCcumnckmin HaydHo-ncenegoBaTesibCKMm MHCTUTYT AOKYMEHTOBEeAEHUS N apXMBHOro gena”

(BHUWIOAL), ropoa MockBa

6 HOY OHO "MHCTUTYT uHopmaumoHHbIX TexHonorun "AnTu", ropoa Mocksa

7 O6Lwepoccumcknii Nnpodcoro3d paboTHMKOB rOCY4aPCTBEHHBLIX YYPEXAEHWI U 0OLLECTBEHHOTO
obcnyxmBaHust Poccuinckon ®enepaunmn, ropog Mocksa

8 O6bLepoccuiickoe MmexoTpacnesoe obbeauHeHne pabotogatenen "Hukens", ropog Mocksa

9 000 "MawikpocodT Pyc", ropog Mocksa

10 | OOO "UeHTp akcnepTusel u ceptudukaumm”, ropog Mocksa

11 OO0 "3nekTpoHHbIE 0hnCHbIE cucTembl”, ropos Mocksa

12 MoBOMKCKUN MHCTUTYT ynpasneHnsa nmenu N.A. CtoneinuHa - punman ®Ire0Y BI1O "Poccuinckas
akagemus HapoAHOro X03SNCTBA U rOCygapCTBEHHOM CnyxObl Npu MNpeangeHTe Poccuinckon
depepauymmn”, ropoag Capatos

13 OrAQY OMNO "Akagemusi cTaHgapTmM3aumm, metponorum n ceptudukaumn”, ropog Mockea

14 | ®IrbOY BIO "leH3eHcKuUin rocynapCTBEHHbIN yHMBepceuTeT", ropog lNeHsa

15 OIrB0OY BIO "Poccuiicknii rocyaapCTBEHHbIV TyMaHUTapHbIN yHUBepcuTeT", kadeapa
OokymeHToBeaeHus, kadenpa ACOOY, ropoa Mocksa

16 OIrbY "Hay4yHo-uccnegoBaTenbCKMin HCTUTYT TPpyAa U coumanbHOro ctpaxosaHms" MuHMcTepcTBa
TpyAda v coumnanbHom 3awmTtbl Poccuinckon degepaumm, ropog Mocksa
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Apocnasckas TOproBo-NpoOMbILLSIEHHAA NanaTa, ropoa Apocnasnb

<1> O6LLepOoCCUNCKNA KrnaccudgumkaTop 3aHATUN.

<2> O6LLepOoCCUNCKNIA KrnaccugmkaTop BUAOB SKOHOMMUYECKON AESATENbHOCTH.
<3> O6Lwepocecuimcknii krnaccudmkaTop cneumansHocTern No obpasoBaHmto.

<4> EpuHbIN KBanM@UKALMOHHBLIN CNPaBOYHMK [OMMKHOCTEN PYKOBOAWUTENEW, CneunanuctoB u Apyrux

cnyxawmx.
<5> O6uwepoccuiicknin  knaccudpmkatop npodeccun paboumx, OOIDKHOCTENM CRyXalmx W TapUpHbIX

pa3psiaos.
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